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New office boom continues across country 


® Business indicators emphasize need for cost control 
® Economic Mobilization Conference sounds optimistic note 


® NOMA concludes 39th International Conference in Chicago 
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one of its many features. |: 
Signal Light gives inmediar 
and positive on-off indicativ; 


The special Keyboard Slop 
and slightly slanted keys gi 
unmatched typing comfort. Ea 
key cushioned to prevent “fh 
feeling and give livelier toud 


All the operating controls a 
grouped efficiently within th: 
keyboard area. Result: No was: 
motion, less chance for erro: me 


and faster, easier, better typing 
cal 
You ned error control th 
You need error control 
m¢ 


Exclusive Half Spacing —easie* 
and simplest method of ett, pe 
control. It permits correcti0®) 
without time-consuming (a) YO 
costly) total retyping of a pag 
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feature is designed to bring}! 
the finest possible typing - 
a speed faster than that of 
other typewriter in the wor 
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Out-of-town 


telephone calls 


get there first, 


get things done 


... profitably 


No one ever buried an out-of-town tele- 
phone call in an ‘‘in basket.” 


That’s one big reason why wise manage- 
ment encourages the use of out-of-town 
calls. They get there first, and they get 
things done—profitably. They save that 
most valuable raw material of all to any 
business—time. 


For example: they reach promising pros- 
pects faster, speed up slow deliveries, keep 
you in quick, personal touch with your 


r 
YOU SAVE MONEY 

; WHEN YOU CALL STATION-TO-STATION 

: instead of Person-to-Person 

: Day Rates (first. 3 minutes) Each Added 

| For example: a See tee 
; Cleveland to Pittsburgh 85¢ 60¢ 15¢ 

| Des Moines to Chicago $140 $100 25¢ 

- Washington, D.C., to 

i Boston $155 $110 30¢ 

| Miami to St. Louis $240 $170 45¢ 

: San Francisco to New York $350 $250 65¢ 
Add 10% Federal Excise Tax 

‘. 


own sales force, branch offices, and other 
company units. 


In every operation of business—in sales, 
purchasing, collections, production, shipping 
—out-of-town calls furnish fast, personal, 
profitable communications. 


Why not check to see if your people are 
making full, regular use of out-of-town tele- 
phone calls to increase profit? 


More and more companies are discover- 
ing that it pays. 


BELL TELEPHONE SYSTEM 
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An executive desk with a beautiful 
oil walnut finish; trimmed in brass, 
with a cane front, four box drawers 
and one file drawer — top size is 
oars 

From our extensive collection of ex- 
ecutive and general office furniture. 
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Reckadelieedaadereel mer me 


. the vitality of the big office market 


The big office today, with its adoption of the 
modern techniques of integrated data processing 


. automation ... advanced personnel manage- 
ment...streamlined systems and controls... 
eee rtgasenes has become the nerve center of all communica- 
‘ o.ORag - tions and planning. The things that are happen- 
aasauar - 588, ing in America’s big offices are the harbingers 
at me ie of the economy ahead. Here therefore is a clue 
a ie t +e, g to good tidings: 
: fa gaat Office M t 
ig im. 3S 
“ ime Bass ice Managemen 
> xi announces 


ee 
te 
aa 


A NEW HIGH 
IN NET PAID 
CIRCULATION 


in the entire office field — 


30,000 


with the May 1958 issue 


This simply means that America’s management 
executives concerned with office administration, 
in greater and greater numbers, are pursuing 
new ideas...new plans...new initiative. It 
augurs well for the general economy. For the 
manufacturer with a product for the office, it 
Means even more—the current strength as well 
as the inherent stability of the office market. 

*Subject to ABC Audit 


wee, May 1956... 23,000 an 
Qi. = May 1957... 26,000 agp : 
‘eee May 1958... 30,000 =“ 


ice. Management. | 


‘THe Magazine for Management Executives 
A GEYER-MCALLISTER PUBLICATION 


| cent; 


Sales volume, capital expan. 
sion expected to rise 
The American Management Asso- 
ciation announced recently that, ac- 
cording to a nation-wide survey of top 
companies on the economic outlook, 
1958's sales volume and capital expan 
sion figures will match or surpass 
those of 1957. Most of the 688 com- 
pany presidents interviewed also stated 
that they will be spending as much or 
more money this year on direct sales 
effort, advertising and sales promo. 
tion, research and new product de- 
velopment than they did in 1957. 
During 1957, U. S. Department of 
Commerce figures showed that sales 


volume surpassed $675 billion. Fol- ; 


lowing is a summary of the prelimi- 
nary survey results of the expectations 
of the 688 participating companies in 
1958 as compared with 1957: 

Sales Volume—morte, 52.5 per cent; 
less, 47.1 per cent. 

Capital Expansion—more, 54.3 per 
cent; less, 44.2 per cent. 

Direct Sales Effort—more, 95.8 per 
less, 3.3 per cent. 

Advertising and Sales Promotion— 
more, 80.5 per cent; less, 18.8 per cent. 

Research and Development—mor, 
93.4 per 5-4 per cent. 

Profits—more, 42.5 per cent; less, 
57-0 per cent. 

The firms represented by these te- 
plies employ almost 5 million workers, 
or 8.6 per cent of the civilian non- 
farm employment as of last April. 
One per cent of those queried failed 
answer the survey. 


cent; less, 
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Money handling may be 

obsolete in 50 to 75 years 

A prediction by Designers for In 
dustry, Cleveland specialists in data 
processing equipment and_ electroni 
systems, that within 50 to 75 years 
more than 200 millien Americans maj 
conduct their financial affairs withou! 
the use of cash, coins or checks, was 
made recently. 

The amount of time necessary t 
change over our present bulky mou¢y 
handling system is the only remaip- 
ing barrier in the way of incorporat 
ing this method, according to DF 
calculations. All typical components o! 
such a system, it is stated, are already 
understood and can be built. 

Under the new monetary system, al! 
bank deposits and withdrawals, all 
“charge” payments and__ so-called 

“cash” purchases will be made with 
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NCR PAPER DOES ITI...produces cleaner, clearer copies 


Business forms users everywhere are dis- 
covering that NCR Paper speeds up 
their work. Without using carbon paper 
or even any carbonization, this amazing 
paper makes perfect copies of invoices, 
premium notices, stock requisitions— 
any one of hundreds of applications 
where clean, clear copies are needed. 
Non-smearing NCR Paper, perfected 
by the research laboratories of The Na- 
tional Cash Register Company, elimi- 
nates smudging of copies or fingers and 


ANOTHER PRODUCT OF 


is easy to handle because it requires no 
carbon inserts. Up to five legible copies 
can be made with a standard typewriter, 
ballpoint pen or pencil and eight or more 
with a business machine or electric 
typewriter. 

NCR Paper is simple to use. Just put 
together several forms and insert them 
in a business machine or typewriter. 
Finished copies are always neat and 
clean, easy to read. 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 


989 OFFICES IN 94 COUNTRIES 


JULY 1958 
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Have your forms printed on NCR Paper 
by your present forms supplier. You'll be 
amazed how easily it solves the problem 
of producing multiple copies. You'll get 
better, cleaner copies in less time! 


* TRADE MARK REG. U.S. PAT. OFF. 


NCR PAPER AND SUPPLIES 
ACCOUNTING MACHINES 
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No matter who you are... 


| 


the easiest way to get 


La? 


cotton towels, uniforms & linens 


e Sue 
¥ = 
Ol IKE 
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Look in the Yellow Pages 


P ai under ‘Linen Supply” 
# or “Towel Supply” 


Note: No investment, no maintenance, 
no inventory. Everything is furnished 
and serviced by your linen supplier, at 
low cost, and tailored to your needs. 


DAS ge 


You only call once to arrange for regular, 
dependable delivery of all your linen 
requirements. You get the luxury and 
quality of cotton cloth. (And, of course, 
there is no substitute for cloth.) 

The nearest Linen Supplier is no further 
away than your telephone. Call today. 


Linen Supply 


ASSOCIATION OF AMERICA 


and National Cotton Council 
22 W. MONROE ST., CHICAGO 3, ILL. 
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the use of individual “electronic pock- 
etbooks” and auxiliary data processing 
equipment used by employers, busi- 
nesses and banks. The new system, it 
is pointed out, will “revolutionize 
every phase of financial activity.” 


1958 tile color chart is 
published 


A new Color Classification Chart of 
Asphalt Tile for 1958 has recently 
been published under the auspices of 
the Asphalt and Vinyl Asbestos Tile 
Institute, 101 Park Ave., New York. 
The chart gives the most recent listing 
for Armstrong, Azrock, Bonafide, 
Gold Seal, B. F. Goodrich, Johns. 


Manville, Kentile, and Tile-Tex as. | 


phalt tile in the various marbleized, 
terrazzo and cork patterns, according 
to the Institute. 

The chart indicates currently avail- 
able colors and patterns and also th: 
various tiles that give the same general 
color tone or effect. 

A copy of this chart is available 
from the Institute at the above address, 
free, upon request. 


In Short— 


Report shows significant 
slackening in business failures 

Dun & Bradstreet, Inc., New York, 
concludes in a recent study, that al- 
though business failures currently are 
climbing to new postwar peaks, the 
rise in failures has diminished con- 
siderably. The increase amounted to 
eight per cent in 1957 as compared to 
16 per cent between 1955 and 1956, 
and amounted to ten per cent in the 
first three months of 1958. Dun’s 
“Failure Index” shows that 52 con- 
cerns failed in 1957 for every 10,000 
listed in the D & B Reference Book. 


This rate has edged up from 48 a year 


ago, but falls well below the 70 per 
cent 10,000 recorded in 1939. 


Extensive revisions now incorporated 
in ASA for records films 
Scientific advances in the field of 
photographic films for permanent rec 
ords during the past 13 years have 
caused extensive revision to be made 
to the American Standard Specifica 
tions for Photographic Films. The re 
(To page 11) 
OFFICE MANAGEMENT 
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application of 
procedural 
microfilming” 
can save 

One hour a day 
with the low cost 


« Motorized 
e Portable 
¢ Lowest Cost 
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FLOFILM 9600 | first 
microfilm camera 
specifically designed 


for “Procedural Microfilming.” 


MICROFILM 
CAMERA 


ninco 


The preparation of the daily check 
register is just one example of how 
the portable FLOFILM 9600 micro- 
film camera, which can be used “all 
around the office”, can create savings 
in your daily business procedures. 

Not only is there a saving in cleri- 
cal time operations, but errors are 
completely eliminated as “flofilm- 
ing” produces a photographic copy 
of each check! 

This application of “Procedural 
Microfilming” eliminates 75% of the 
time and 100% of the tedious hand 
copying in the preparation of the 
daily check register! 

For free copies of “Procedural 
Microfilming” and “An Introduc- 
tion to Microfilm” attach coupon 
to your letterhead and mail today. 


DIEBOLD, INC. Dept 102 
Flofilm Division, Norwalk, Conn. 
Please send the following: () An Introduction to Microfilm 


[ Manual of “Procedural Microfilming” : 

- Z Name Title : 

inCORwoerareo é- Company : 

-_ Flofilm Division « Norwalk, Conn. Address : 
Sales and Service Offices in All Principal Cities City Zone ine, : 
JULY 1958 Use Readers' Inquiry coupon on Page 80 9 
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NEW CONCEPT OF EXECUTIVE ENVIRONMENT 


... dramatically achieved through the tasteful inter- 
mingling of exciting new materials, colors and design. 
Limitless in variation, Italic Styling can be tailored to 

the precise character of the business — the personality 
and taste of the executive. 


To acquaint yourself with this magnificent furniture, the 
focal point of Italic Styling, and our complete interior 
design services, call your GF dealer or branch, 

or write for your full-color Italic Styling brochure. 
GF Studios, Dept. O-15, Youngstown 1, Ohio. 
Division of The General Fireproofing Company. 


& Halic Styling BY GF STUDIOS 
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jsion has recently been published and 
eplaces the earlier Standard version 
yhich was approved in 1945. The 
nw standard applies to microfilms, 
motion-picture films, roll films, and 
sheet films of the safety-cellulose ester 
ype which have gelatine-silver halo 
emulsions developed in ordinary pro- 
essing solutions to produce a “black 
and white” photographic image. 


Home study courses used to help 

workers advance to higher positions 
Two new home study courses for 
ofice workers have been developed by 
the National Office Management As- 
wciation. The “General Clerical 
Course” offers practical instruction in 
jasic office procedures for office work- 
es in a variety of office job classifica- 
tions. The “Modern Office Manage- 
ment Course” is directed primarily 
at junior office executives seeking to 
improve their chances for advance- 
ment to higher office management po- 
sitions. The Association, with these 
wo New courses, now has four courses 
of instruction, including the “Develop- 
ment of Leadership Course” and the 
“Office Executive Course.” Complete 
details on all four Noma Home Study 
Courses are available, free, from 
NOMA, 1931 Old York Road, Wil- 


low Grove, Pa. 


First conference of records executives, 
administrators is held 

The Communications and Records 
Center of the Standard-Vacuum Oil 
Co. in White Plains’ N. Y., was the site 
of the first annual Records Manage- 
ment Conference on Friday, May 2. 
One hundred and fifteen persons at- 
tended the conference, the main con- 
sideration of which was information 
retrieval, as explained in discussions 
of the Esso Research and Engineering 
Co.'s facilities at Linden, N. J., for 
accumulating, classifying, indexing, 
storing and presenting technical and 
other information required by  tech- 
hicians and management of Standard 
Oil and its affiliated companies. 


Smith-Corona, Marchant merger 
is approved by directors 

The projected merger between 
Smith Corona, Inc. and Marchant Cal- 
culators, Inc., on the previously an- 
tounced basis of one-and-one quarter 
shares of Smith-Corona for each share 
ot Marchant, has been approved at 
*parate meetings by the boards of di- 
fectors of both companies. Stockholders 
% both companies held special 
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ORIGINAL COPIES 


geet a fobs So 


PHOTOCOPY 
DUPLICATOR 


‘A:B-DICK 


DUPLICATING PRODUCTS 


For complete information about the new A. B. Dick photo- 
copy duplicator call your distributor of A. B. Dick products. 
You’ll find him listed under Duplicating Machines in the 
classified section of your phone book. Or mail coupon below. 


eeeeee eee eee eeeeeeeeeseeeeeeeeeeeeeeeFE eee EHH HEHEHE HEHEHE EE 


A. B. DICK Company , Dept. OM-78 

5700 West Touhy Avenue, Chicago 31, Illinois 

Please send full information about the photocopy duplicator 
that makes quick copies of anything on paper. 


NAME 


POSITION 


COMPANY 


ADDRESS 


CITY ZONE___ STATE 
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se Make sure you get all these features... 


specify GENERAL ELECTRIC 


4 
— 


Prevents 
splashing, 
spilling, 
splattering of 
bubbler stream. 
Stainless steel— 
easy to clean. 


Full width design 
permits water 
control from any 
point in front 

of cooler. Special 
design prevents 
scuffed shoes, 
stubbed toes. 


Just dial the water 
temperature you 
like best. Eight 
different settings 
offer wide 
selection. 


PLUS 


@® ADJUSTABLE BUBBLER 
@® HANDSOME STYLING 

@ SPACE-SAVING DESIGN 

@ 5-YEAR PROTECTION PLAN 


How many water coolers 
do you need and where should 
they be located for best results? 


G-E Water Coolers are available in 14 differ- 
ent models with capacities from 2.85 to 21.5 
gallons per hour. Call your local G-E Water 
Cooler dealer or write to General Electric Co., 
Air Conditioning Department, 5 Lawrence 
Street, Bloomfield, New Jersey. 


= Bey 
ASK ABOUT Hot and 
‘ Cold Combinations, 
pressure and bottle 
types—also refrigerated 
compartment models. 
GENERAL QD ELECTRIC 
Progress /s Our Most Important Product 
& 4 In Canada, Canadian General Electric Co., Ltd., Montreal 
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meetings on June 26 to vote on the 
proposed merger. New name for the 
company will be Smith-Corona Mar. I: 
chant, Inc., with Marchant to be op. 

erated as a separate division, should 
stockholders approve the merger. 


People in the News 


George C. Emmons has been ap. 1 
pointed controller of the Supplies Di | —— 
vision of International Business Ma 
chines Corp., New York, and Law: 
rence M. Redmond has been appointed 
manager of planning with the same 
division. 

Fred I. Courtney has been elected 
president of Virginia Metal Products, 
Inc., Orange, Va. 

V. H. Haase has been named secre} 5 
tary and treasurer of The Henry Prat 
Co., Chicago, succeeding A. C. Johr- 
son, who has retired. 

Wilbur R. Greenwood, Jr., Joseph |. 
Morrow, and John A. Strother have 
been elected vice presidents of Pitney- 
Bowes, Inc., Stamford, Conn. 


Robert Yeomans, general counsel fo: 
The Trane Co., LaCrosse, Wis., has 9 
been elected secretary of the firm. 

S. A. Frazer, Jr., has been named 
office and personnel manager of the oe 
Georgia-Pacific Corp.’s general office 
at Portland, Ore. 

Ralph N. Pierce has been appointed | 
to the marketing staff of Elrick and 
Lavidge, Inc., Chicago marketing, 
planning and research organization. 

John ]. O’Brien was recently elected 
a vice president of the Western Electric 


Co. 


ae 


Books and Pamphlets 


DEVELOPING EXECUTIVE 
SKILLS, edited by Harwood F. Me 
rill and Elizabeth Marting. 425 page’ 
American Management Association 
Inc., 1515 Broadway, New York 
$9 non-members, $6 AMA member 

Included in this book on new p% 
terns for management growth at 
sample forms, complete index a0 
bibliography, and a comprehensit 
view of new management principle 
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..Olympia offers specialized keys 1. Electrical Engineering; 2. Iron and Steel Industry; 3. Wood Industry; | ie 


nciples 


‘MEN! 


TT te) 


10 it iB 12 


The signs and symbols above ore used daily in such specific fields as: Ye 


4. Textile Industry; 5. Commerce; 6. Medical Profession; 7. Chemical 
Industry; 8. Engineering; 9. Genealogy; 10. Mathematics; 11. Finance; 


and keyb oards for every nee d! 12. Import-Export and Foreign Languages. 


Select from hundreds of combinations... designed for every 
industrial, commercial and professional use! They eliminate time- 
consuming handwriting ... increase production and efficiency. 
Your choice, too, of over 100 foreign language keyboards... 
from Afrikaans to Esperanto! 
More outstanding reasons why Olympia is the world’s finest 
typewriter to do business with! Precision-built — 
they’re completely equipped with every worthwhile feature 
for easier—faster—finer typing. 
Put one to the test in your office—see what Olympia can do— 
before you decide on any other typewriter! 


Nation-wide sales and service 
through authorized Olympia dealers 


OLYMPIA Typewriter Division M-2 
InterContinental Trading Corp. 
90 West Street, New York 6, New York 


Gentlemen: : a 

Please send me complete information about « oer, 

for typing perfection your Olympia precision typewriters...and, ° a 

the selection of special types and type com- + 3B 

WRITES BEST OF ALL... binations available. : ee 

BECAUSE IT’S BUILT BEST OF ALL /™ : is 
; COMPANY : 
OLYMPIA DIVISION STREET. . 
Inter-Continental Trading Corporation * 90 West Street * New York 6, New York . tH ZONE STATE ; 
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FACT FINDERS ASSOCIATES, INC. 
Has Just Completed 


SURVEY OF 
BUYING POWER 
OF SUBSCRIBERS 

TO 


OFFICE MANAGEMENT 


When tallies are completed, 
information will be available 
that will answer many 
questions of interest to this field, 

such as— 


e WHAT SUBSTANTIAL EXPENDITURES ARE 
CURRENTLY BEING PLANNED BY MANAGEMENT 
EXECUTIVES FOR OFFICE EQUIPMENT? 


e WHAT TYPE OF PRODUCTS ARE INVOLVED 
AND HOW LARGE ARE THE CONTEMPLATED 
EXPENDITURES IN VARIOUS BRANCHES 
OF BUSINESS AND INDUSTRY? 


e WHAT TYPE OF OFFICE MACHINES ARE 
MOST NEEDED TODAY? 


e HOW DO TITLES OF THE MEN RESPONSIBLE 
FOR THE PURCHASE OF OFFICE EQUIPMENT 
VARY IN DIFFERENT INDUSTRIES AND 
DIFFERENT SIZES OF COMPANIES? 


e WHAT IS THE SIZE OF THE OFFICE EQUIPMENT 
MARKET—BY NUMBER OF OFFICE EMPLOYEES— 
BY SIZE OF OFFICE SPACE OCCUPIED— 

BY DIFFERENT TYPES OF BUSINESS OR INDUSTRY? 


ete. etc. etc. 


Full detailed information wutil available 


interested executives in about 30 da 


OFFICE MANAGEMENT 


The Magazine for Management Executives 


212 Fifth Ave. 


New York 10, N. Y. 


under such headings as: Essentials of 
management development, tools and 
techniques, and a look at company 
experience. The book supplies essen. 
tial data about management develop. 
ment in the form of numerous case 
histories, as well as descriptions of 
specific development methods such as 
coaching, job rotation, multiple manage- 
ment, the problem-solving conference, 
and role-playing. A few of the com- 
panies included in case studies are Gen- 
eral Electric Co., International Har- 
vester Co., Boeing Airplane Co., Radio 
Corp of America, H. J. Heinz Co, 
Columbia Records, The Goodyear Tire 
& Rubber Co., and Cities Service Re- 
fining Corp. Some of the specialists 
contributing material are Howard E. 
Clark, Harry Krieger, Joseph W. 
Shimp, Bernard J. Muller - Thym, 
Harold F. Smiddy, and Joseph M. 
Trickett. In general this book shows 
how to organize, carry through, and 
evaluate a management development 
program; how to deal with the _ spe- 
cial problems involved in management 
development; how to appraise per- 
sonnel fairly and realistically, and how 
to select development techniques tail- 
ored to your individual requirements. 


BUSINESS LAW: PRINCIPLES 
AND CASES, by John W. Wyatt and 
Madie B. Wyatt. 866 pages. McGraw- 
Hill Book Co., Inc., 330 W. 42nd St. 
New York 36. $7.50. 

This book presents the principles of 
law with a supplement of selected cases, 
problems, and illustrations for clarif- 
cation and explanation of those prin- 
ciples which depend heavily upon vari- 
ous factual situations. Subjects covered 
by the C. P. A. C. L. U. and C. FE: 
C. U. examinations were a determining 
factor in the inclusion of the following 
topics: Contracts, agency, negotiable 
instruments, bailments, sales, partner- 
ship, corporations, security, real and 
personal property, wills and _ estates, 
trusts, and bankruptcy. Designed to 
explore the “fundamental principles ot 
law which relate to the most common 
business transactions,” the book also 
includes special topics such as wills and 
estates decedents, trusts, uniform nego 
tiable instruments act, uniform. sales 
act, and uniform partnership act. The 
most recent rules of law are also to be 
found in this volume. The authors are 
members of the Florida and Federal 
Bars. 
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A whole week’s work 


now takes us just 4 hours... 


with this new Ozalid One-Writing method j 
for all accounting reports ! 


Pi aiooites ae sss cee: 


IT STARTED ONE DAY LAST YEAR— a 
THE PRESIDENT CAME INTO MY OFFICE... 


WE'VE GOT TO DO SOMETHING ABOUT WEEKLY ACCOUNTING 
REPORTS. COPIES ARE GETTING UP TO MANAGEMENT TOO LATE. 


‘s 


soci 
| | THINK I'VE GOT THE ANSWER. 
LET ME EXPLAIN. 


YES. THEY'RE A LOT MORE ACCURATE, 
A FEW MONTHS LATER... TOO. AND WE SAVE HOURS OF TYPING 


er. 


I'M GLAD TO SEE WE'RE NOW 
' GETTING THOSE REPORTS ON TIME 


Lowest Cost Per Copy 
Ozalid Direct Copying ends wasteful “repeat writing” in 
every department...makes dry, perfect copies in seconds. 
And a letter-size sheet of Ozalid paper costs you less than 
a penny —lowest cost per copy of any copying process. 


OZALID" 
DIRECT cay srorene 


A Division of General Aniline & Film Corporation 
In Canada: Hughes Owens Company, Ltd., Montreal 


EACH OF THESE THREE GIRLS SPENDS A GOOD PART 
OF EACH WEEK TYPING ACCOUNTING REPORTS AND 
RECORDS. .. THE WEEKLY SALES REPORT, FOR EXAMPLE. 


THE JOB IS REALLY A BREEZE NOW. IT : THE PURCHASING DEPARTMENT LIKES OURS 
ONLY TAKES ME 4 HOURS A WEEK. 


c 


BUT IF WE USED THE OZALID DIRECT COPY 
SYSTEM, WE'D ELIMINATE ALL THIS TYPING. ONE 
GIRL COULD DO THE JOB IN A LOT LESS TIME. 


Ra pepe 


F SO MUCH, THEY’RE PUTTING IN THEIR OWN 
OZALID SYSTEM. 


eo» 


Ozalid, Dept. AA-7 
Johnson City, N. Y. 


Please send more information on Ozalid one-writing 
systems for these departments: 


[| Purchasing [] Order-Invoicing [] Accounting 
C] Receiving [] Production Control [ ] Engineering 


Name 


(PLEASE PRINT) 


Position. 


Firm 


Address- 


City. State. 


Litictkdesin enema 
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BULLISH ON COLUMBIA RIBBONS & CARBONS 


“On stock transactions no longer do we err, 
Because copies three and four no longer blurr,”’ said Low to High. 
“T’m high on Low,” said Last. ‘Ever since he teamed our business 


machines with Columbia Ribbons and Carbons!” 


# * 
RIBBONS & CARBONS 


COLUMBIA RIBBON & CARBON MANUFACTURING CO., INC., 


GLEN COVE, NEW YORK 4: Trade-mark reg. U. 8. pat. of 
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Coming Events 


NSA International Convention. Minne- 
apolis, Minn., July 16-19. 

Sponsor: National Secretaries Associa- 
tion (International). 


Management Development Center 
1958 Summer Conferences (12th 
Series). Pasadena, Calif. September 
7-19. 


Sponsor: Management Development 


| Center, California Institute of Tech- 


nology. Place: California Institute of 
Technology. 


ISA 13th Annual _ Instrument-Auto- 
mation Conference and _ Exhibit. 
Philadelphia, September 15-19. 


Sponsor: Instrument Society of Amer- 
ica. Place: Convention Hall. 


NIGP 13th Annual Conference and 
Products Exhibit. Boston, October 


Sponsor: National Institute of Govern- 
mental Purchasing. Place: Hotel Stat- 
ler. 


SPA International Systems Meeting. 
Pittsburgh, October 13-15. 


Sponsor: Systems & Procedures Asso- 
ciation of America. Place: Penn Shera- 
ton Hotel. 


IMS 5th Annual International Meet- 
ing. Philadelphia, October 16-17. 


Sponsor: Institute of Management Sci- 
ences. Place: Sheraton Hotel. 


CIA Annual National Conference. At- 
lantic City, N. J., October 19-22. 


Sponsor: The Controllers Institute of 
America. Place: Chalfonte-Haddon 
Hall Hotel. 


NMA 35th National Conference. Los 
Angeles, October 23-25. 


Sponsor: National Management Asso- 
ciation. Place: Hotel Statler. 


Cincinnati Office & Business Equip- 
— Show. Cincinnati, October 28- 


Sponsor: Cincinnati Office & Business 
Equipment Show, Inc. Place: Cin- 
cinnati Music Hall. 


NMAA Electronic Business Systems 
Conference. Seattle, October 30-31. 


Sponsor: National Machine Account- 
ants Association. Place: Olympic Hotel. 


FGAA 8th Annual Symposium, Wash- 
ington, D. C., November 17-18. 


Sponsor: Federal Government Ac- 
countants Association. Place: Shore- 
ham Hotel. 
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WE'VE recently polled a cross sec- 
tion of our readership on their re- 
actions to our annual Yearbook 
issue, published in March of this 
year, and we say to the many who 
responded, thanks for the kind 
words, and the valuable sugges- 
tions. 


ONE of the questions we asked 
readers was which of the various 
sections into which the Yearbook 
was divided seemed most valuable 
to them. We distinguished between 
general review sections, such as 
“Automation,” “Personnel”, “Sys- 
tems,’ and reference sections— 
“Tools of the Office,” “Catalogs 
and Booklets,” etc. The articles on 
Personnel were favorites in the 
first category, showing that people 
remain the most important—and 
perhaps the most bewildering 
factor in any office organization. 


IN the reference section, “Tools of 
the Office” was the overwhelming 
favorite, and many readers vol- 
unteered the fact that they kept 
the Yearbook for the entire year 
as a reference volume, only dis- 
carding it with the publication of 
the next issue. 


ALL in all, a response which has 
pleased and flattered us very 
much, as well as giving us many 
new ideas which we'll incorporate 
in the 1959 issue. 


THE distinct interest in Personnel 
as shown by the readers’ response 
would seem to indicate that even 
with an easing labor market, prob- 
lems of selecting, training, and 
maintaining the best possible staff 
remain a major office concern. As 
we've pointed out before, the 
easing of the labor market, should 
bring about some distinct changes 
in the entire clerical picture. Pre- 
sumably more good people will be 
available than has always been the 
case in the past, and presumably 
too, there will be less turnover. 
This would seem to be definitely 
indicated whether or not the re- 
covery is spectacular or slow, be- 
cause of the increasing number of 
people who will be coming of 
work age in the next few years, 


and also because of another trend, 
reported again by Dr. Gabriel 
Hauge, the President's financial 
advisor. In his recent predictions 
concerning the country’s economic 
future, he pointed out that there 
would probably be a continuing 
increase in the proportion of the 
work force in the service industries 
as compared with those in_ basic 
manufacturing. In other words, in- 
creasing mechanization on the pro- 
duction line will make manpower 
relatively less important there, in 
comparison with other fields of 
employment. So there should be 
more candidates proportionately 
from the labor force for office 
jobs, and more people preparing 
themselves for office work. 


ALL of which will mean that the 
emphasis on personnel will be im- 
portant for a long time yet. For 
if good people become more readily 
available as seems inevitable, there 
will have to be many revisions 
made in job assignments and _ re- 
sponsibilities. This will be true par- 
ticularly in larger offices which, 
faced with a personnel shortage for 
so many years, have often had to 
reduce the scope of each job in 
order to make use of relatively 
untrained workers, whose term 
with the company would be 
relatively short. With personnel 
more readily available, a_ lessen- 
ing of turnover can be expected, 
and therefore more training and 
indoctrination would be valuable, 
since “career” employees could han- 
dle a wider range of responsibilities. 
Indeed, the wisest company may be 
the one that makes every effort 
from now on to make each of its 
jobs, even at the beginning levels, 
as stimulating and as responsible, 
as possible, instead of working to 
make each as simple as_ possible. 
Good people are going to be avail- 
able in larger quantities than they 
have been for some time. Interest- 
ing jobs with some degree of re- 
sponsibility—even if they are dif- 
ficult jobs— will attract the best of 
them. 


ober 1M SHH 
Editor 
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NATIONAL ACCOUNTING MACHINES are easy to use, making it 
easier for C. S. Hammond and Co. to train new employees. 


“Our Clalional System 


saves us (100 ayear... 


THIS NATIONAL CASH REGISTER provides 
complete cash and inventory control. 


HAMMOND, President 
of C. S. Hammond and Co. 


pays for itself every 11 months!”—c.s. Hammond and Co.. Moplewood, 


“We use a National System to han- 
dle all of our accounting work,”’ 
writes C. D. Hammond, President of 
C. S. Hammond and Co. “Our Na- 
tional Bookkeeping Machines have 
greatly increased the efficiency of 
our operation, thereby making an 
important reduction in our operat- 
ing costs. 

““And we use a National Cash 
Register in our New York retail 
store, too. We find that customers 
are pleased by the printed, itemized 


receipts issued by our National. We 
like the protection it gives us by au- 
tomatically recording each transac- 
tion — cash or charge. 

“Our overall National System 
makes great savings for us in time 
and in money. In fact our Nationals 
save us $7,100 a year, pay for them- 
selves every 11 months!” 


Cates ), Houuarnd 


President of C. S. Hammond and Co. 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 


1039 OFFICES IN 121 COUNTRIES e HELPING BUSINESS SAVE MONEY 
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Your business, too, can benefit from the. 
increased efficiency and economy mat! 
possible by a National System. Nation: 
als pay for themselves quickly througt| 
savings, then continue to return a reg) 
ular yearly profit. For complete infor 
mation, call your nearby Nationo 
representative today. He’s 
listed in the yellow pages of 

your phone book. 


“TRADE MARK REG. U.S. PAT. OFF. 


ACCOUNTING MACHINES 
ADDING MACHINES + CASH REGISTERS 
wer paper (No Carson Required) 


OFFICE MANAGEMEN! 
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Business indicators emphasize need for 


continuing cost control in office 


Possible continuing consumer resistance to replacement 


of major items, and drop in marriage and birth rate could 


compromise scope of recovery from present recession— 


by Robert M. Smith 


THE OFFICE, like every other part 
of the body economic at mid-point, 
1958, faces problems not peculiar to 
itself, but rather problems that stem 
from the situation plaguing the entire 
business picture—the central fact that 
the recession, which has been with us 
now since fall of last year, seems to 
be a more permanent feature than any- 
one ever anticipated it would be. 

True, at the moment there are a 
number of hopeful signs. Unemploy- 
ment has shown a drop for two  suc- 
cessive months, although now that stu- 
dents are moving into the market it 
will undoubtedly rise again. Some 
other significant economic signposts 
indicate overall improvement. But 
to counterbalance encouraging factors, 
there are many indications that the 
best we can hope for for some time is 
a state of equilibrium, rather than a 
return to the boom conditions, to 
which we had grown more or less 
accustomed. 

Furthermore, even more serious is 
the fact that there are some indica- 
tions that the boom we have been 
living under was more of an isolated 
phenomenon than anyone recognized 
and that many of the predictions con- 
cerning the future, have been more 
optimistic than accurate. 

In other words, it is perfectly pos- 
sible that the state of recovery achieved 
will represent equilibrium—but at a 
lower economic level than  any- 
one has been used to for a long time. 

Two central facts stand out in this 
possible situation, two central assump- 
tions which have been almost auto- 
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matic in all business predictions about 
the future, and which are just now 
beginning to show some startling—and 
perhaps fatal flaws. 


The first assumption was that 
planned obsolesence would work, that 
it would be possible indefinitely to sell 
people appliances they really didn’t 
need simply because the units were a 
little newer, were styled a little differ- 
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ently from the appliances being re- 
placed. It worked for a while, and it 
there hadn’t been economic trouble it 
might have worked a little longer than 
it did. But it is becoming obvious now 
that, as a long-term operating and 
production theory, it was wrong. Peo- 
ple who already have one television 
set may be persuaded to buy a sec- 
ond, and even a third, provided the 
family is large enough, and its tastes 
and interests vary widely enough. But 
it seems to be increasingly obvious that, 
after having sold one family three 
sets, you can’t talk them into replac- 
ing those three sets each year, or each 
three years, or each five years. 

With automobiles, the picture is a 


= 


In fields where “replacement resistance” is firm, research activities 
leading to decisive product improvements, may prove solution 
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Faith in planned obsolescence may have been the major mistake of American business . . . 


little bit different, but not too different. 
Automobiles do deteriorate much faster 
than other durable goods, but they 
don’t deteriorate as quickly as auto- 
mobile plants are geared to replace 
them. They don’t have to be turned 
in every year for a new model under 
normal circumstances. And once an 
artificially induced prestige factor that 
makes it the thing to do to replace 
one’s car each year has been replaced 
by an equally artificial, but not in- 
duced, prestige factor where it’s much 
smarter to run a car a year or two 
old than it is to sport a new one, a 
major industry, which had geared it- 
self to produce according to a premise 
since proved false, is in trouble. 

And there seems to be little doubt 
that the whole theory that people 
would calmly accept planned obso- 
lescence, the scrapping of appliances or 
machines that were still perfectly ser- 
viceable because newer models had been 
brought out, is as weighty a mistaken 
assumption as American business has 
ever made. 

Why then did this theory “work” as 
long as it did? How was it possible 
to sell the millions upon millions of 
new units that were sold in the middle 
‘fifties if the theory of producing re- 
placements for durable goods units that 
didn’t really need replacement wasn’t 
sound? 

As succinct an answer as any was 
given by Cloud Wampler, president 
of the Carrier Corporation, at the re- 
cent American Management Associa- 
tion Economic Mobilization Conference 
in New York. Said Mr. Wampler: 

“Let us not lose sight of the fact 
that numerous segments of American 
industry supplied in 12 years—or may- 
be even less—the demand of 18 years. 
And it was this that caused so many 
of us to believe that pie would actually 
grow in the skies. Therefore, a great 
deal of new productive capacity was 
provided, and the total was more than 
was actually needed to supply normal 
demand. The result was inevitable, 
and in the eighteenth year of the period 
I am now discussing, that is, 1957—the 
good old-fashioned law of supply and 
demand began to catch up with us. 
So here we are with a case of indiges- 
tion that is pretty painful.” 

It seems pretty clear, in other words, 
that many industries may have mis- 
taken a vast market that was a result 
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of pent-up demand unsatisfied for 
years for a vast market that would hold 
at high levels of demand indefinitely. 
And in making the bet it did, industry 
was mistaken. Once the slack had been 
taken up, the demand eased off to nor- 
mal levels, although the industrial 
plant had been geared for years to 
meeting abnormal levels. The result- 
ing set-back drove demand levels below 
normal as people grew more cautious 
about buying—especially since people, 
having satisfied most of the demands 
that they had accumulated, really were 
under no real pressure to buy. 

The current recession has often been 
called an inventory recession. Perhaps 
it is that in an even more  signifi- 


The marriage rate, counted on for 
business expansion, is dropping 


cant sense than is generally assumed. 
For if business has been living on its 
inventory, so has the consumer. He 
has the things he thinks he needs, and 
they work. He doesn’t need to replace 
them, or at least he doesn’t need to re- 
place them at the same rate at which 
he needed to add them after long years 
when he couldn't get many of the 
things he needed. He can last very 
well on his present stock of belongings. 

This is one aspect of the current 
economic situation which is assuming 
larger and larger importance as the 
indicators begin to show a slight up- 
turn. The country has had a scare. 
That scare has accelerated the drop in 
sales which perhaps began in the first 
place because people finally felt that 


they really had reached the point where 
they had just about as many goods 
as they needed. 

That is one major factor which may 
imply our recovery will take the form 
of a long period of business activity at 
a level much closer to that of the late 
fall of 1957 than that of the spring of 
1957: 

Another factor concerns an assump- 
tion which has been almost an article 
of faith for some years, but which is 
being seriously questioned now for the 
first time. 

It is an assumption that is still being 
made by many companies, and by 
many authorities, as though forecasting 
the future were as exact a science as 
recalling the past. The only difficulty 
is that those who question the validity 
of the assumption are a little closer to 
current statistics in their field, than 
those who base their plans on the as- 
sumption. 

And the assumption in question is 
that a continually rising marriage and 
birth rate will open a vast new market 
for all types of products needed by 
young families during the decade 1960- 
1970. The assumption was based on 
projections from the recently rising 
birth rate over the next several years, 
and the increasing number of people 
coming of marriageable age in the near 
future. 

But the fact is that right now the 
marriage rate is dropping sharply, and 
some major flaws have been pointed 
out in the theory that would have made 
it a little less than perfect even if the 
marriage rate had held steady. Major 
point here is that one of the reasons 
for the phenomenal rise in the mar- 
riage rate over the past few years has 
been the wave of wartime marriages 
including those during the Korean con- 
flict and the fact that prosperity and 
changing standards have led to a con- 
tinual lowering of the marriage age. 
But the second factor is obviously one 
that has its limits, and they seem to 
have been pretty generally reached. 
As a matter of fact, with recession the 
trend if anything is reversing: mat- 
riage rates as a whole are going down, 
and they are dropping most sharply 
in the youngest age groups, since they 
are the groups most seriously hit by 
recession. 

Although there are as yet few figures 
to prove it, the same economic factors 
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which have led to a drop in the mar- 
riage rate would seem to point almost 
inevitably to an overall drop in the 
birthrate, both absolutely in terms of 
fewer marriages, and relatively in 
terms of lower birth rate among mar- 
ried couples. 

So the vast increase in formation of 
new households and in population so 
confidently expected in the 60’s as the 
post-1929 depression babies come of age 
is questionable, at least in terms of 
dimensions, on two fronts: the im- 
possibility of the marriage age drop- 
ping much lower, and the very strong 
possibility that prolonged mild reces- 
sion—or even a recovery that falls 
short of the boom we have had for 
the past several years—will cut both the 
marriage rate, and number of children 
per family unit. 

What would this do to the long term 
predictions of American business? No 
one can say for certain, but the ac- 
ceptance of a constantly increasing 
population as an article of faith has 
been a major cornerstone of business 
planning for some time. As recently 
as the same Economic Mobilization 
Conference at which Carrier’s Cloud 
Wampler pointed out that perhaps pro- 
duction facilities had been much over- 
expanded during the post-war period, 
Sinclair Weeks, Secretary of Commerce, 
assured the audience: 

“Here are some statistics which I 
have gathered that -project great 
growth. They anticipate a market that 
should inspire the confidence of every 
businessman. 

“I have set them up on a ten-year 
series: 1948—now—and 1968. 


1948 Now 1968 


Population. 146.6 173.0 205.5 
(millions) 

Households 5 40.5. 50.4 60.3 
(millions) 


Those figures, if accurate, do predict 
an ever-expanding market. But accord- 
ing to the experts quoted in Business 
Week, such predictions are at least 
questionable. For, granted we have 
had a vast population and marriage in- 
crease since 1948, if we are now head- 
ing into a “population trough,” it seems 
extremely dubious that the absolute in- 
crease in population during the next 
ten years will exceed the increase dur- 
ing the last ten. It not only seems 
dubious; it seems almost impossible. 

What does all this mean in terms of 
the office ? 

(To page 71) 
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The intelligent company will analyze its product and market é 
in terms of relative elasticity in planning cost control a2 
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NOMA eoneludes 39th International 


Conference in Chicago 


Members of NOMA convention take part in traditional 
opening day ceremonies at business show. 


Wilbert E. Scheer (right) is seen holding award for delivering best paper before 

NOMA chapters during year as F. G. Macllroy, past international president (left), 

and W. M. Alexander, chairman of the Coleman L. Maze Awards Committee, 
look on. 
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Conference sessions built on | 

: | 
triple theme: self-improvement, 


human relations, per formance— 


ELECTION of a slate of new officers, 
technical sessions covering philosophy 
of management, effective employee 
communications, e x ec utive self-im- 
provement, and a panel discussion cov- 
ering “The White Collar Worker in 
Today’s Economy,” were major events 
at the 39th International Conference 
of the National Office Management 
Association, held in Chicago, May 25. 
28, at the Conrad Hilton Hotel. 

A concurrent business show was 
held May 26-28. 

Elected as International officers for 
the coming year at the convention’ 
opening business meeting on Monday, 
May 26, were: 

Fred A. Shultz, assistant secretary, 
Unity Mutual Life Insurance Co. of 
New York, Syracuse, N.Y., President. 

Walter Emmerling, manager 0 | 
General Office Services Department, 
Procter & Gamble Co., Cincinnati, | 
Ohio, First Vice President. 

A. E. Riddle, director of Office Aé-| 
ministration, Colgate-Palmolive Co, 
New York; J. H. Quaritius, vice pres: 
dent and director, Peninsular Life In | 
surance Co., Jacksonville, Fla.; and 
R. B. Hodges, planning manager, Der 
nison Mfg. Co., Framingham, Mass. 
Vice Presidents. 

Directors elected were: Area | 
Lawrence Allen, Sylvania Elect: 
Products, Salem, Mass.; Area 2, W. 5. 
Foster, Dictaphone Corp., Whitt 
Plains, N. Y.; Area 3, Arthur S$. 
Patrick, University of Maryland, Col 
lege Park, Md.; Area 4, J. W. Gaw 
thorp, Pilot Life Insurance Co., Greens 
boro, N. C.; Area 5, Elmer C. Humes 
Neisner Bros., Inc., Rochester, N. Y: 
Area 8, J. F. Hollerbaugh, Interne 
tional Minerals and Chemical Corp: 
Bartow, Fla.; Area 10, H. S. Bohanno?, 
Briggs-Weaver Machinery Co., Dallas 
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Texas; and Frank G. Macllroy. 

Mr. Macllroy, immediate past presi- 
dent of NOMA, is a vice president 
of Western Employers’ Service, San 
Francisco. 

W. H. Evans, of the NOMA na- 
tional office in Willow Grove, Pa., was 
reelected Executive Vice 
Secretary and Treasurer. 

Social events at the conference in- 
cluded the Chapter Presidents’ Dinner 
on Sunday evening, May 25; the an- 
nual banquet on Tuesday evening, 
May 27; and the annual luncheon on 
Wednesday, concluding event of the 
conference. 

Technical sessions this year were 
built around a three-fold 
executive development: 
provement, human 
and on-the-job performance. 


President, 


theme in 
personal im- 
relations insight, 


First technical session of the con- 
ference on Monday afternoon was 
handled by Jeff Coats, of Akron, 
Pennsylvania, a management consult- 
ant on personnel development, who 
spoke on “Self Improvement.” Every- 
one works in “cycles of elation and 
depression” he told the audience, so 
that at some periods work output is 
high, at other periods relatively low. 
Self-understanding and insight can 
spread out the span of the cycle from 
a norm of about 23 days to periods of 
six months to a year, Mr. Coats con- 
tinued, so that high productive periods 
are maintained for much: longer times 
than they are during the normal span. 

He recommended “looking within” 
for thirty minutes each day—a period 
of reflection and analysis of one’s own 
abilities, shortcomings, and progress. 

In terms of achieving better com- 
munications with employees, colleagues, 
and superiors, he advised his hearers 
to develop the ability to listen, and to 
avoid arguments by asking a series of 
leading questions which draw the other 
person to the desired conclusion. 

“If we talk more than fifty per cent 
of the time in our communications 
with others, we are not good listeners,” 
he told the group. 

He also touched on the potential 
teaching tool embodied in “sleep 
learning,” and said that experiments 
had shown that people of average 
ability could deliver quite long speeches 
which had been recorded and then 
played to them continuously while they 
were sleeping. Although there was no 
conscious memorization of the speech, 
the subconscious retained the exact 
text so that it could be delivered ver- 
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Fred A. Schultz, newly elected international president of NOMA 


batim after two nights of such sleep 
learning, he reported. 

Dr. Cylvia Sorkin, St. Louis man- 
agement consultant, and the second 
Monday afternoon speaker, posed the 
question, “Are You Normal?” as 
the theme of her talk. 

Many of the tensions and frustrations 
that exist among executives, she told 
the NOMA group, stem from simply 
attempting to do more than can be 
managed. 

“Don’t bite off more than you can 
chew,” she advised. “Frustration is 
simply attempting and failing.” 

If goals were kept within reason, 
most of the strains that harass today’s 
executive would disappear rapidly, she 
continued. And 
relieve tensions as much as possible at 


it is important to 


work, because the entire tempo of life 
today produces so many pressures on 
human beings. 

“Fatigue is chronic today,” Dr. 
Sorkin pointed out. “The whole pace 


of life leads to it, the trend toward 
suburban living increases it, the at- 
tempt to do more work than the body 
is capable of carrying adds its share to 
the burden.” 

Developing the “human relations” 
phase of the overall theme was a panel 
of four speakers who appeared on 
Wednesday morning to discuss the 
“White Collar Worker in Today’s 
Members of the panel 
were H. L. Wylie, Professor of Indus- 
trial Management, Northwestern Uni- 
versity and Assistant Secretary-Treas- 
urer, The Pure Oil Co., Chicago; 
Harry B. Clayton, of John A. Patton, 
Management Engineers, Inc., Chicago; 
John R. Crowley, Systems and Pro- 
cedures Department, Hotpoint Co., 
Chicago; and Joseph T. Meek, presi- 
dent, Illinois Retail Merchants Asso- 


Economy.” 


ciation, Chicago. 
There is a greater interest in clerical 


(To page 74) 
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Desk-sized computer at First National City Bank is controlled by “pinboard program” 


Part 2— 


Why small companies may need automation 


even more than larger concerns 


This series, which started in the June 
issue of Office Management, described 
the experiences of an extremely small 
office and the office of a medium 
sized company to illustrate the prin- 
ciple stated by the article: that the 
usefulness of “first level automation” 
—use of machines to carry out a whole 
sequence of traditional clerical tasks 
without human intervention or con- 
trol—is best determined on the basis 
of company operations rather than of 
company size. A very small company 
which may have to deal with thou- 


sands of “bits” of information may find 
a high degree of mechanization much 
more useful and much more economi- 
cal than a much larger company which 
has fewer pieces of information to 
process. 

The illustrations used in the first 
article concerned a Roman Catholic 
charitable office with six clerical work- 
ers in San Francisco, and a medium- 
sized manufacturing company in Okla- 
homa City, each of which had to 
handle and reconcile a heavy load of 
“pieces of information,” and each of 


which found it economical to employ 
a high degree of mechanization to 
smooth work flow. 

The point was also made in the first 
article that any company which has 
“to reconcile many varying streams 0! 
information, each of which involves 
many different figures, for day-to-day 
operating information, which it must 
have quickly,” is also a logical candi- 
date for a high degree of mechaniza 
tion. And this was defined as the area 
where “first level automation”—the 
assumption by machines of traditional 
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clerical routines without any really 
significant changes in the routines car- 
ried through, or the end results of 
those routines began to give way to 
“second level automation” 


In this phase of automation, ma- 
chines would not be used only to pro- 
duce the company’s customary papers, 
perform the company’s customary pro- 
cessing sequences at higher speeds. In- 
stead the machine would be used to 
achieve the final operating information, 
replacing the intermediate levels of re 
ports and analyses by its own internat 
calculations, syntheses, and summariza- 
tions. 

It is in this area that the electronic 
computer reigns supreme, is absolutely 
distinguished from all other, simpler 
machines. It is here that its tremen- 
dous memory capacity, its high speed, 
and its ability to carry out a long se- 
quence of instructions according to 
program, give it such large advantages 
over all other machines that the com- 
puter becomes, in effect, entirely dif- 
ferent from all other machines. Because 
of its memory capacity, and its ability 
to carry out a complicated and detailed 
program, it is possible for a compute. 
to start with various streams of basic 
information, after they have been put 
in the proper form for computer input, 
and interanlly process those figures, in- 
cluding all the steps of reconciliation, 
computation, summartfzation, into the 
top management reports that are con- 
ventionally achieved only after a whole 
series of manual steps—that are basea 
so to speak on a whole pyramid ot 
other papers, reports, forms, analyses. 

And it can perform the whole pro- 
cess so much faster than is possible 
by ordinary means that not only is 
day-to-day operating information avail- 
able more quickly than ever before, 
but information never before possible 
to achieve, because of the time involved 
in computation, «an be sought and 
found. 

The instance of the government 
economist, working with the aid of the 
computers in the Bureau of the Census, 
is a perfect example. At a time when 
the country’s leading economists dis- 
agreed about exactly what was hap- 
pening, whether a recession was ac 
tually in the making or not, he was 
able to process a greater mass of figures 
in a shorter period of time than had 
ever before been possible in establish- 
ing a picture of an economic trend. 
And his results, as subsequent events 
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have shown, were accurate even though 
failure to give them full credit at the 
time may have prevented fast enough 
remedial action to halt or slow the 
downturn. If full credence had been 
given to the economic prospect indi- 
cated by the computers, the present 
business picture across the country 
might be very different. 

These are the most important con- 
tributions the computer has to make 
to the business scene. 

Its ability to eliminate whole manual 
sequences and their results and achieve 
final streamlined reports without the 
mass of intervening papers that now 
separate basic information from final 
management operating information. 

Its ability to weigh a whole mass 
of indicative figures, and synthesize 
them into a meaningful interpretation 
fast enough for action to be taken te 
meet the situation revealed by the 
figures. 

And it is exactly here that American: 
business—and to a degree American 
manufacturers of electronic equipmeni. 


are guilty of not making this point 
clear enough to businessmen—has 
failed to understand and make prope: 
use of the computer. Too much em- 
phasis has been put on its ability to 
produce conventional products faster 
than is possible with conventional 
methods—an ability which is not re- 
stricted to the computer, and is of little 
interest to businesses which do not 
need such fast processing of great 
quantities of figures. 

But every business, in a fluid and 
competitive market, can benefit from 
the summarizing and predicting abili- 
ties of the electronic data processor. 
And if the small units now being pro- 
duced live up to their advance notices, 
most medium and even small concerns 
will be able to afford a unit of some 
type in the near future. 


A conventonal machine program 


Two of machine accounting’s great- 
est advantages—its ability to compute 
myriad arithmetical operations rapidly 
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Splitting each owner’s share may 


involve computations running to seven decimal places . . . 


and accurately, and its ability to sort 
and re-sort information into dozens of 
different combinations—have shown 
themselves to be particularly useful in 
revenue work, 

The heavy burden which this type 
of work throws upon accounting em- 
ployees is inherent in the mode of 
operation of the typical oil producing 
company, and the problem is especially 
burdensome on companies like Mid- 
west Oil Corporation, of Denver, Col., 
which have a relatively small number 
of accounting personnel to process the 
thousands of oil and gas settlements 
received monthly. Extreme diversifi- 
cation of ownership and interests which 
has on the one hand enabled com- 
panies to reduce the risk of exploration 
and wildcatting in a highly hazardous 
industry, has on the other hand resulted 
in the division of the income pie into 
dozens of fractional bits and_ pieces. 
When the purchaser settles for gas and 


oil purchased by him, a major exercise 
in division is necessary, and at the 
payee’s end, a similar task must be 
accomplished — breaking the check 
down into its components and allocat- 
ing income to investment units. The 
company must calculate the net share 
of the production, gross value, taxes, 
and check the net amount which the 
purchaser has paid. These net figures 
must be recorded in some manner, so 
that the distribution of the net figures 
can be summarized. 

Today, Midwest receives from 1,000 
to 1,200 checks per month covering 
settlements under as many as 7,000 
separate division orders. A great ma- 
jority of these settlements are related 
to royalty holdings, and interests are 
frequently divided into fractional shares 
so small that one party’s interest in a 
month’s production may total but a 
few cents. Splitting each owner’s share 
may require computations using frac- 


Operator enters fresh information at desk computer after which machine takes 
over all computations, following programmed instructions 


tions running from five to 
decimal places. 

Although Midwest Oil Corporation 
was organized in 1951, its predecessor 
companies had roots beginning back 
in 1911. A merger brought together 
the Midwest Oil Company, Mountain 
Producers Corporation, and Saltmount 
Oil Company. Producing properties 
are located in some 15 states with the 
most substantial production coming 
from Texas, Wyoming, Oklahoma, 
and Louisiana. Salt Creed Field in 
Natrona County, Wyoming, has from 
the beginning been Midwest’s most 
important producing property, and 
until the formation of Saltmount in 
1929 was its only production. The 
field was unitized in 1939 by setting 
up two units—the Light Oil Unit and 
the Tensleep Unit. The Company’s 
share of production in the Light Unit 
exceeds 1¥, million barrels annually, 
while its net production of black oil 
from the Tensleep Unit is more than 
a half million barrels per year. Aver- 
age daily production in 1956 from all 
leases and royalties was running 
around 15,000 barrels per day. This 
was being converted into income 
through the medium of the previously 
mentioned 1,000 to 1,200 checks per 
menth. 


seven 


Machines replace manual methods 

Accompanying each check as it 
comes from the purchaser is a state- 
ment, which may take one of several 
different forms, but which in every 
case must be further processed in the 
Accounting Department before proper 
distribution can be made. The state- 
ment, which is commonly referred to 
as a pipeline run statement or a gas 
production statement, shows generally 
the lease reference number or name, 
the 100 per cent production in barrels 
or MCF or sometimes gallons, the 100 
per cent gross value, the 100 per cent 
production and severance tax, and Mid- 
west’s net amount. The company must 
convert these to figures that relate to 
its share; that is, it must multiply them 
by its interest in order to arrive at its 
share of production, value, and taxes. 

Today, the processing of these state- 
ments is handled by IBM Accounting 
Machines, whereas before January 
1955, clerks working with desk cal- 
culators performed the arithmetic. The 
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Mr. Eisenhower. who flew in from his Pennsylvania farm, is welcomed on his arrival at the Hotel Astor 


Keonomie Mobilization Conference 


sounds optimistic note 


Eisenhower, Nixon and Weeks voice Administration’ s 


confidence in nation’s economic future; top management 


executives outline moves taken to speed recovery— 


“AMERICA is not going to stand still. 
America is going to grow—and grow 
and grow.” 

With this note of optimism, Presi- 
dent Eisenhower entered into the 
heart of his recent “state of the union” 
message on economic recovery before 
a gathering of 2600 business leaders 
at the Hotel Astor in New York. In 
encouraging the nation at large to 
gather all its forces for a new offensive 
‘0 promote an early upturn and re- 
newed economic growth, the Presi- 
dent declared: 

“The question that faces us today is 
not whether America is going to grow 
and make progress, but how quickly 
our economy is going to resume its 
tull and healthy advance.” Later in 
his address, Mr. Eisenhower enumer- 
ated growth factors which indicate a 


‘uture “bursting with vitality and 


promise.” The question in the future, 
he said, will be “not one of surmount- 

(To page 28) 
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Vice President Nixon, who spoke at the conference, chats with Don G. 
Mitchell (extreme left), AMA President Appley and J. Erik Jonsson 
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Eisenhower: America’s role in the future will be one of rising to its opportunities . . . 


Among the speakers— 


Thomas J. Watson, Jr. 
International Business Machines 


Sinclair Weeks 
Secreiary of Commerce 


Robert C. Tait 
Stromberg-Carlson 
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ing our problems—but one of rising 
to our opportunities.” 

The President’s speech concluded the 
two-day Economic Mobilization Con- 
ference, conducted on May 19 and 20 
by the American Management Asso- 
ciation at the Astor. Other featured 
speakers included Vice President 
Nixon, Secretary of Commerce Weeks, 
and the board chairman or presidents 
of 11 leading American companies. 
Five other top-echelon businessmen 
acted as chairmen or associate chair- 
men during the four Conference ses- 
sions. The purpose of the Conference, 
according to AMA, was to indicate 
how American management teams are 
mobilizing their resources to meet the 
challenge of the current economic 
“situation” through private initiative. 
Most of the speakers expressed confi- 
dence that the recession was showing 
signs of leveling off, and all detailed 
recent moves undertaken by their com- 
panies to assure a return to a healthy 
economy. 

Mr. Eisenhower, who flew to New 
York from Harrisburg, Pa., for the 
conference was introduced by Mr. 
Nixon. To date, the President said, 
“reports from the country strongly in- 
dicate that the economic decline of 
recent months is slowing down. Not 
all our economic troubles are over by 
any means. But there is a change in 
the making. That it will prove to be 
a change for the better, I have no 
doubt.” 

The job of recovery, he said, is a 
joint effort in which leaders of busi- 


Don G. Mitchell 
Sylvania Electric Products 


ness, labor, farming and the profes. 
sions, the consumer and the govern-| 
ment all play a part. “Government,” 
he added, “while it cannot guarantee} 
prosperity, has a continuing responsi- 
bility in times like these to use its 
powers to help counteract recession, 
It has a duty to alleviate human hard-| 
ship and protect our human resources, | 
to help promote an upturn in pro-| 
duction and employment, and to help| 
build a solid foundation for long-term | 
growth.” 


“Record of action” reviewed 


He reviewed the government’s “rec-| ne 
ord of action” in helping to counter} m 
the recession and foster recovery: 

“First, the independent Federal Re-| jp; 
serve System has increased the avail- pr 
ability of credit and has helped reduce | py 
its cost to borrowers. | en 

“Second, a series of actions startine | 
last August has been taken to promote 
private housing construction and to 
step up activity in such fields as urban 
renewal and college housing. 


re 

“Third, measures have been taken “ 
toward accelerating approved public ,, 
construction in many categories, suchas |, 
Post Office modernization ...” ...(Aty 9 
this point, Mr. Eisenhower stressed his | st 


determination “not to get bogged down 7 
in a slow-starting, emergency public , 
works program, which would provide 
a minimum of jobs now and a maxt- 
mum of budgetary headaches in the 
years ahead.”) 

“Fourth, steps have been taken to 
accelerate markedly procurement for 


Frederick R. Kappel 
American Telephone & Telegraph 
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needed defense and civilian require- 
ments. 

“Fifth, recommendations have been 
made to Congress to deal with special 
problems [such as Mr. Eisenhower’s 
proposal to extend, temporarily, un- 
employment benefits ].” 


Future tax reductions are possible 


Concerning the “intense interest,” 
both in and out of government, in 
possible tax reductions, the President 
said that the timing of any change in 
tax rates or laws always poses prob- 
lems. “After consultation with Con- 
g-essional leaders, certain decisions will 
shortly be taken in the field of taxation. 
They will be made in the light of the 
latest. information regarding — the 
economic situation, and with a full 
evaluation of the probable short- and 
long-range consequences.” (As _ this 
article is written, Mr. Eisenhower re- 
quested Congress to continue corpora- 
tion and excise taxes at existing levels 


Charles H. Percy 
Bell & Howell 


JULY 1958 


y’s executive panel assembles for question and answer period 


for another year. The present law cov- 
ering these taxes expires June 30.) 

In earlier speeches, both government 
leaders and business executives dis- 
cussed moves underway to speed up 
recovery of economic ills. Emphasiz- 
ing the Administration’s belief that 
business, rather than government, must 
play the leading role in restoring full 
employment and economic growth, 
Secretary Weeks said he expected the 
GNP (gross national product) to reach 
$600 billion by 1968. The present 
annual rate is $416 billion. He also 
forecast a rise in employed workers 
from the present 66,700,000 to 80,500,- 
ooo by 1968, and that annual per capita 
income would increase from $1931 to 
$2310. Mr. Weeks termed business- 
men “the nation’s chief hope for 
steady, sound recovery,” and described 
the government’s function as that of 
“stepping-stone” and not of “stum- 
bling block.” 

Following Secretary Weeks, who 


Cloud Wampler 
Carrier Corp. 


opened the Conference, was a panel 
of top industrialists, including Harry 
A. Bullis, chairman of the board, Gen- 
eral Mills, Inc., Minneapolis; Robert S. 
Ingersoll, president of Borg-Warner 
Corp., Chicago; Thomas B. McCabe, 
president of Scott Paper Co., Chester, 
Pa.; Cloud Wampler, chairman of the 
board, Carrier Corp., Syracuse, and 
Thomas J. Watson, Jr., president of 
International Business Machines Corp., 
New York. Chairman and associate 
chairman for the session were J. Erik 
Jonsson, president of Texas Instru- 
ments, Inc., Dallas, and Robert C. Tait, 
president of Stromberg-Carlson Co., 
Rochester, respectively. 

Almost all said they were devoting 
more attention to research and develop- 
ment—to “broaden the base of the mar- 
ket with new products,” in Mr. Bullis’ 
words. General Mills, he added, in- 
troduced 12 new packaged products 
during the past fiscal year, which ended 
May 31. (To page 68) 


Top management's recipe for 
recovery— 


@ Stimulates sales by provid- 
ing better values— 


@ More extensive cost con- 
trol is vital— 


@ Sales approaches must he 
revitalized—‘“Let’s all sell 
smarter and harder—” 


@ Where © possible, reduce 
prices to build volume— 


@ Research and development 
must continue— 
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Why space planning 


vital to a company s 


Nowadays, such factors as work studies, market analysis 
and economic forecasts play an important role in creating 
the efficient, modern of fice— 


Lawrence Lerner (left) and Michael Saphier discuss plans for modern office accommodations 


and design are 


orowt h 


by Lawrence Lerner and Michael Saphier 


Michael Saphier Associates, Inc., New York 
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NEW AND SIGNIFICANT develop: 
ments in space planning and design, 
serving the American office, the focal 
point for business leadership, are 
making unique contributions to better 
office management. From modest be- 
ginnings in the postwar years, these 
developments have grown and spread 
throughout the country. Today they 
are an accepted element in the man- 
agement picture, aiding the growth of 
the modern office as a center for eff- 
cient direction of productive enter 
prises. Moreover, results to date indi 


Board room at Warner Bros. exempli- 
fies flexible use of space and comfort 
achieved by tasteful furnishings 
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cate that space planning and design 
will go on making the office a still 
more dynamic force for business ac- 
complishment tomorrow. 

These developments are two-fold: 
space studies, to determine accurately 
overall needs; and design, to translate 
space into practical and pleasing sur- 
roundings. The first service determines 
the total square footage required to 
house modern office management, not 
only for today’s needs but for years 
ahead; the second service utilizes the 
design talents of the professional space 
planner to create the office best suited 
to management's requirements. 


Future growth planned for 


Space needs are determined realist- 
ically through work studies, market 
analysis and economic forecasts. It is 
possible to accurately plan future 
growth for many years ahead. Having 
established with the company antici- 
pated future needs, the space planner 
than translates space analysis into de- 
sign adapted to individual office func- 
tions, from board room to “bull pen” 
as the job requires. 

Based on a thorough study and 
projection of petroleum sales in a five- 
state area and the District of Columbia, 
the new divisional office building of 
Gulf Oil Corporation in Philadelphia 
is designed to meet Gulf’s regional 
office requirements for the next quarter- 
century. It can accommodate nearly 
double the present work force through 
the basic module of office layout and 
operation, which can be condensed 
without impairing office efficiency. 

After projecting with the company 
personnel the market for petroleum 
products in this region and Gulf’s 
share of the market, we determined 
how much office space Gulf would 
need in its divisional headquarters to 
handle the volume of business. Then 
we recommended office layouts that 
would permit all departments to op- 
erate most efficiently. This called for a 
horizontal operation in a four-story 


(To page 64) 


Exterior view of Gulf Oil Corp. reflects the efficient planning typical of the buildine’s interior 
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Interchurch Center to house various religious sects planned by 
Michael Saphier Associates will be built in New York City 


Preview theatre in Warner Bros. headquarters seats 100, has 
natural walnut paneling and own air conditioning system 
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Let’s be realistic, not rigid, in setting 
job requirements and salary scales 


Too great a dependence on arbitrary “general” job 
classifications, and adherence to suggested salary scales can 
be self-defeating, as well as expensive— 

by Raymond Dreyfack 


THERE IS, in all probability, included 
among the files of your personnel de- 
partment or controller’s office a com- 
prehensive schedule of wage levels to 
cover every job classification in the 
office. In fact, there are probably sev- 
eral schedules showing various salary 
breakdowns by geography, industry, 
age, sex, etc. Listed on these schedules 
is everything from office boy or filing 
clerk to high supervisory and manage- 
ment classifications. 

Indisputably these lists are wonder- 
ful guides to management in compar- 
ing existing wage structures and policies 
of the company with salary practices 
prevalent in the area, industry and 
nation. However, in many specific in- 
stances it is highly inadvisable to use 
such statistics as a wage classification 
bible, or as a primary consideration 
in determining the salary evaluation 
of a particular job. This becomes in- 
creasingly true when the pay rate 
under consideration applies to super- 
visory personnel. 

Each supervisory job must be con- 
sidered and evaluated on its own merits 
independently of statistical findings 
and compilations. In one firm, for 
example, the functions of the office 
manager may be of so routine and 
clearly limited a nature that quite ap- 
parently a “heavy” would not be indi- 
cated to fill the spot. In the next office, 
however, the same title position may 
call for a certified public accountant 
with heavy manufacturing experience. 
Understandably the wage classifications 
of the two jobs would vary consider- 
ably. 

The more involved the job require- 
ments, the more important it is to 
review carefully the detailed aspects 
of the duties. This cannot be deter- 
mined from general type schedules or 
wage classification aids. Size of the 


company, number of people being 
supervised, training programs in prog- 
ress, types of operation involved, vol- 
ume and complexity of transactions, 
number of subsidiary or branch opera- 
tions, planning responsibilities—these 
are but a few of the factors to con- 
sider in determining the rate of pay 
for a given supervisory job. Where 
experience required is apparently light 
and routine no great problem is pre- 
sented. 


“Underselling” can be dangerous 


On the other hand, where transac- 
tions are voluminous and complex— 
and this would apply to most offices 
hiring upwards of twenty people—then 
a detailed breakdown of duties must 
be made to determine exactly what 
calibre individual is needed for the job, 
and what his compensation should be. 
If a complex supervisory job is classi- 
fied on such a generalized basis that 
we attempt to place an eight thousand 
dollar man in a six thousand dollar 
category, we are underselling our su- 
pervision—and this can be dangerous. 

Oh, we'll get our six thousand dollar 
man, all right. But let’s take a hypo- 
thetical firm and discuss the hiring of, 
let us say, a tabulating supervisor, in 
order to point out the pitfalls of such 
a procedure. Company X is a medium- 
size manufacturer of clothing acces- 
sories. Scheduled for delivery in four 
months ‘is an installation of punched 
card equipment which will cost ap- 
proximately three thousand dollars per 
month (on a rental basis). 

Now, eavesdropping is not a very 
honorable pastime. However, in the 
interests of “disseminating informa- 
tion” let’s make an exception this time 
and put our ears to the keyhole of 
the door to the controller’s office 
Seated comfortably therein are the con- 


troller and the personnel director. They 
are discussing an employment inter- 
view just completed during which they 
hired a man to take over the newly 
created job of tabulating supervisor. It 
will be the function of this man to 
set up the punched card installation in 
accordance with the concepts origi- 
nated by management and the equip- 
ment manufacturer. 

Controller: Well, Joe, what do you 
think of him? 

Personnel Director: (shrugging) | 
think we did right in hiring him, Al. 
Seems to have a fair background. | 
guess he knows what he’s talking 
about. 

Controller: Frankly, Joe, I'd have 
felt a little more secure with that other 
fellow we saw this morning. 

Personnel Director: No doubt about 
it. He was a real go-getter. But he 
would have cost us twenty a week 
more. 

Controller: (so mew hat ruefully) 
Well, I certainly couldn’t buy that. 
I’m the one who set up this budget in 
the first place, remember. 

Personnel Director: (smiling nerv- 
ously) As if you'd ever let me forget! 
Oh, well, this lad will probably work 
out all right. 

Well, let’s leave the keyhole at this 
point and pick it up from there. “ 
this lad will probably work out all 
right,” the personnel director said. The 
word, “probably” indicates from the 
outset that there are doubts in_ his 
mind. Also, it seems clearly indicated 
that, had they hired that “other fel 
low,” all doubts would have dissolved. 

Let’s delve a bit further into our 
hypothetical situation. In hiring the 
man they were not completely sold on, 
two members of management effected 
a savings in salary-plus fringe benefits 
—of, say, twenty-five dollars a week. 
Now, twenty-five dollars is twenty-five 
dollars, and if you take enough such 
items and add them up, a rather im 
pressive looking “savings” may result. 

But did they really save this amount’ 
In salary expense, yes; that’s evident 
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Sometimes forgetting the budgeted salary, and paying an extra twenty dollars 
a week to get the right man, is the best way to save money 


and tangible. But what would have 
been the difference in operating costs 
between the installation sét up by this 
new fellow as opposed to the one that 
would have been set up by the man 
who wanted more money? Unfortu 
ately, here is something we will never 
know. 

Let’s repeat again the words of the 
personnel director. . this lad will 
ptobably work out.” But what does 
“working out” consist of? Millions of 
people, in every walk of life, work 
out—but some work out better than 
others. Where technical knowledge is 
involved it is often impossible to meas- 
ure the degree of working out in terms 
of dollars and cents. There are so 
many hidden factors, so many hun- 
dreds of ways for an expert—an alert, 
ideaminded supervisor—to save money 
or his company. There are so many 
different ways in the fields of punched 
ards, automation, office management, 
ttc, of skinning the cat. In each way 
there is a cost factor involved. 

Let us assume further that our new 
tabulating supervisor, recently hired, 
does, according to the hopes and pre- 
dictions of management, actually work 
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out. This could mean only that he 
has sufficient knowledge and experi- 
ence to set up an installation which 
does not fall flat on its face. In other 
words, the billing, accounts receivable, 
and whatever other applications are in- 
volved, are processed on a daily basis 
to management’s general satisfaction. 

Well, some may argue, what more 
can we expect? 


Training costs can be high 


There is one way to get an effective 
answer to this question. We can call 
in a systems consultant. This man, or 
organization, will come into the tabu- 
lating department, sit down with the 
new supervisor, observe the processing 
in operation, and review in detail the 
existing set-up. At this point, assum- 
ing that the consultant is competent, 
he will be able to evaluate the system 
in terms of efficiency and cost. He will 
be able to suggest changes and improve- 
ments. He will be able to cut down 
the expense of operating the depart- 
ment, and possibly produce better ser- 
vice and more useful reports. 

Bear in mind, however, that such a 
review would normally not be made 


until say, at least six months after the 
operating start of the installation, or 
approximately ten months after the hir- 
ing date of the new supervisor. Think 
of all the money that has gone into the 
installation prior to this point. Tabu- 
late the costs involved in the training 
and orientation of the supervisor in 
order to equip him to relate his 
technical knowledge to the problems 
of the business. Consider the costs of 
setting up the procedures, drawing up 
and ordering forms, training people 
to operate the machines, familiarizing 
them with the new processing rou- 
tines, etc., etc., ad infinitum. 

Again we pose the question: did 
management actually save twenty 
dollars a week in hiring this man? 
Possibly it did. The answer would 
depend primarily on a completely un- 
known factor: the comparative poten- 
tial of the fish that got away—the man 
the company neglected to hire because 
he was too expensive. 

At this point let’s make another 
assumption. Let’s assume that the too- 
expensive man was everything manage- 
ment judged him to be at the inter- 
view. He was progressive, quick- 
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Measure each candidate in terms of what he can do for the job, instead 
of merely looking for the one who happens to fit the job description 


thinking, idea-minded and active in the 
field. He kept up with the latest litera- 
ture on machine accounting and auto- 
mation; he attended lectures and semi- 
nars; he was aggressively determined 
to evaluate constantly his own installa- 
tion with an eye to continual improve- 
ment and revision. In other words, 
this fellow was much more “on the 
ball” than the man who actually got 
the job because he was willing to ac- 
cept twenty dollars less. 

All right, let’s review briefly the 
potential involved. How might ag- 
gressive idea-searching as opposed to 
mediocre think - only - when - you-must 
philosophy have saved money for this 
company? Well, in countless ways. 
Tabulating machines operate in their 
different functions and cycles in ac- 
cordance with the arrangement of plug- 
wires set up in their control panels. 
Control panels range in cost from about 
fifty to one hundred dollars apiece. 
An alert supervisor will figure a way 
to make the same control panel serve 
for two, three or four different runs. 
To accomplish this requires consider- 
able thought, a high degree of con- 
centration. It would be much easier 
to use a single control panel for each 
job. 

Let’s take a random guess and say 
that our mediocre supervisor used 
thirty panels in place of the twenty- 


four that would have been used by the 
more alert “fish that got away.” This 
would represent an additional cost of 
about four hundred dollars—or six- 
teen months at twenty-five dollars per 
month. Moreover, this is a cost that 
even a systems review might not ordi- 
narily highlight, since the expense of 
consultants going into such refined de- 
tail would in all probability be pro- 
hibitive. 

There are hundreds of other ways 
for the technician to save money for 
his employer. The combining of proc- 
essing steps, operating short cuts, the 
elimination of duplication, the use of 
training aids and gimmicks, properly 
written procedure manuals, proper 
forms design, etc. In the field of auto- 
mation, for example, such savings 
could be multiplied many times. A 
low cost computer costs at least forty 
dollars per hour in rental expense. The 
benefits of efficient programming (the 
setting ‘up of job instructions in the 
machine) where machine cycles can be 
eliminated or cut down, resulting in 
faster processing, could be translated 
into many dollars’ worth of machine 
time saved. 

Our example of the mediocre tabu- 
lating supervisor was selected merely 
as a handy reference. The same illus- 
tration could apply to the fields of office 
supervision, credit management, per- 


sonnel management and a dozen othe 
areas. There are tricks to every trad 
To a greater or lesser degree any e 
pert can be legitimately regarded as ; 
technician. 

Take, for example, the office manage 
ment field. The office manager is con 
cerned with work flow in the office 
Needless steps, both mental and phy 
sical, should be eliminated whereve: 
possible. Ample work space must b: 
provided for each operation, yet 
equally important, space must not be 
wasted. Operational flow charts are 
helpful in planning an office, and aids 
of this type should be familiar to the 
individual who is responsible for the 
layout. Factors such as noise, proper 
communication, color arrangements 
with regard to eye ease and fatigue re. 
duction, work processing devices and 
aids, supervisory vantage point, desk 
arrangement, machine arrangement, 
personal belongings, rest rooms, etc., 
all must be scientifically considered in 
setting up and operating an efficient} 
office. 

Technical skill and knowledge play| 
a part in virtually every supervisory 
job. Countless money-saving ideas arc 
available to the supervisor with an 
alert and open mind, and a desire 
advance his own knowledge along with 
the well-being of his company. That’! 
why, in considering salary costs oi] 
supervision the savings potential from! 
an operating viewpoint should be « 
primary factor in arriving at a wage 
level decision. 


) 


Quality is the best economy 

A good supervisor may operate an 
office or department with twelve people, 
as opposed to sixteen required by the 
lazy or mediocre supervisor. The 
training of subordinates is vitally im- 
portant to the operating cost of an in- 
stallation. Is the supervisor in question 
a patient, systematic and _ intelligent) 
teacher? (This is an important re} 
quirement whether it is part of his job! 
to run classes or not.) Is he equipped | 
to communicate his ideas to his staff? 

A department is no better than the 
systems planning that goes into it 
Once a procedure is inaugurated and ; 
tried it must not be forgotten. Systems 
auditing and appraisal is a field in 
itself. Usually this is done in accord: 
ance with the discretion and judgment 
of the supervisor, unless a separate sy* 
tems department has been set up in the 
organization. Even where there is! 
systems department in operation, super 
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Data processor, IDP system announced 


A MACHINE constructed to be used 
with tabulating equipment and_ sys- 
tems, and computers, which supposedly 
cuts tabulating card files by 50 per 
cent and increases productivity by 100 
per cent was demonstrated recently by 
Taller & Cooper, Inc., Brooklyn, N. Y., 
a division of American Electronics, 
Inc., Los Angeles, at the 1958 Annual 
Office Machinery and Equipment Ex- 
position, held at Chicago’s Hotel. 

Named the Taller & Cooper Data 
Processor, the machine accepts fixed 
data from tabulating or edge-punched 
cards and variable data through its 
simplified keyboard. Two data inputs 
are automatically combined and 
punched out on tape. The tape out- 
put can be fed directly to a computer, 
or to a tape-to-card converter for use 
in tabulating machines and systems. 

The device’s range of applications 
includes inventory and stock control, 
payroll, and billing operations, bank- 
ing and brokerage operations, account- 
ing and production control. The data 
processor output is compatible with any 
computer or tabulating system and can 
be used in punched cards and punched 
tape, magnetic tape, drum and core 
systems. Lowering the operating cost 
of automatic business machine systems 
and computers by reducing paperwork 
and files, and by speeding flow of in- 
formation, the data processor also 
makes tabulating systems available for 
direct application to more management 
problems. 

Because it is composed of two sepa- 
rate units, an input console and a tape 
punch, which may be located at points 
distant from one another, the machine 
is suitable for handling reports from 
one Or more remote reporting sources, 
carried by wire to a central data proc- 
essing tape punch unit, with a switch- 
ing arrangement to permit periodic or 
continuous reporting from various loca- 
tions. A typical application of this fea- 
ture is in reporting production data 
irom distant and scattered sections of 
an industrial plant. 

Basic characteristics of the Taller & 
Cooper Data Processor, according to 
the company, include elimination of 
handwritten reports; elimination of 
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keypunch and verification operations; 
operation by untrained personnel; im- 
mediate and continual data reporting; 
accuracy and tight control over data 
processing; improved scheduling of 
tabulating equipment and computers; 
opening of new areas of data gather- 
ing, including research and develop- 
ment, product testing, product engi- 
neering, market research and sales 
management; and simplification of file 
maintenance by use of master refer- 
ence cards. 


Communications network installed 


The inauguration of a 12,000-mile, 
high-speed private wire communica- 
tions system to speed the flow of mes- 
sages between its network of plants and 
offices was recently held by the Crown 
Cork and Seal Co., Inc., Philadelphia, 
at its Delaware Valley Headquarters. 

John F- Connelly, chairman of the 
board and president of the company, 
started the network operation by ac- 
tivating the first automatically trans 
mitted message relative to production 
Spra-Tainer 
acrosol cans to 18 plants and _ offices 


capacities on Crown’s 


in 14 cities. 


Commenting on the new system, 


which links Philadelphia (the com- 
pany’s main control center) with Cin- 
cinnati, Atlanta, Orlando, Florida, 
Leeds, Alabama, New Orleans, Dallas, 
Detroit, Chicago, St. Louis, Baltimore, 
New York, Brooklyn, and Milwaukee, 
Connelly reported that “this system 
will provide improved customer ser- 
vice through immediate transmission 
of orders from sales offices to plants, 
closer inventory and production con- 
trol as well as simplified administrative 
and accounting functions.” 

The system is composed of six-way 
circuits to outlying areas, and four 
local circuits for distribution of traffic 
in the Philadelphia district. Messages 
at each station are made in the form of 
perforated tape by typing them on a 
typewriter-like keyboard. The taped 
message is automatically transmitted 
and simultaneously received at the 
switching center in Philadelphia, ready 
to be sent to its destination. 

Thousands of messages will run be- 
tween points in the system each month, 
enabling officials of Crown to receive 
frequent reports from their plants and 
offices, and to coordinate the activities 
of their wide-spread organization with 
efficiency. 


Crown Cork’s new private wire network links centrol center with 13 outlets 
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A Microfilm flow camera 

The “Documat F16” 16mm. microfilm 
camera has a reduction ratio of 16 to 
1 and produces images of suitable 
quality for continuous enlargement. 
The camera also features a device for 
returning the original documents to 
the operator at table-top height in their 
original order. It is priced at $1295. 
Documat Inc., 385 Concord Ave., Bel- 
mont, Mass. (A-1) 


New 
for the office 


V Insulated file 

A new one-hour “Class D” insulated 
safe record file has been added to the 
firm’s fire resistive line of safes. It is 
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listed by Underwriters’ Laboratories to 
withstand 1700 degrees F. for one 
hour without damage to paper con- 
tents. The 3-<drawer model shown is 
counter-height. Herring, Hall, Marvin 
Safe Co., 1550 Grand Blvd., Hamilton, 
Ohio. (A-2) 


V Office copier 

The Verifax Bantam Copier is the first 
Verifax copier to feature a curved glass 
platen. Base dimensions of the ma- 


chine are 134% x 17% in.; weight is 
14 lbs. It accepts original material up 
to 8Y, x 11 in., and is priced at $99.50. 


Eastman 


N. Y. 


Kodak Co., Rochester 4, 


(A-3} 


V Wardrobe-storage cabinets 

A line of combination wardrobe-stor- 
age cabinets produced by Penco Metal 
Products is designed for small offices, 
shops, stores and other uses, providing 
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room for both office supplies and hat 
and coat storage, as well as for jani- 
tor’s supplies. Four models are avail- 
able. Penco Metal Products Div., Alan 
Wood and Steel Co., 200 Brower Ave., 
Oaks, Pa. (A-4) 


A Photocopy machine table 

This table for photocopy machines has 
a utility drawer and shelved storage 
cabinet for activator bottles and other 
supplies including legal matrix. It also 
features a “Nevamar” top which is 
stain-resistant and has double heavy 
duty squaredtubular metal legs and 
furniture steel trim. The table meas- 
ures 30 in. wide x 18 in. deep x 294 
in. high, and is priced at $33.95. Mar- 
nay Sales & Manufacturing Co., 1270 
Broadway, New York. (A-5) 


V Address units 
A new unit for addressing is _perto- 
rated to separate into 4 address slips 
for use in “Master Addressers.” Typing 
and guide lines are printed on_ the 
face of each unit, and a coated hecto | 
carbon is incorporated in the cola | 
set. The units are packaged in sets | 
of 125. Master Addresser Co., 6500 
West Lake St., Minneapolis, Minn. 
(A-6) 
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A Lighting fixture 
To the Gibson Ortho line of lighting 


fixtures the “Ortho 66” has been 
added, featuring straightline design 
and plastic egg-crate louver, plus the 
“Uni-Race,” a patented Gibson wire 
channel, which houses branch circuit 
wires for additional units, if desired. 
Gibson Manufacturing Co., Atlanta, 
Ga. (B-1) 


Y Tile line 
The “Imperial” series in Excelon Tiles 
is available in 8 patterns of grey, white 


%, ye 
ee eer 


with black accents, green, tan, taupe, 
beige, cedar, and black with white 
highlights, and has a texture-chip de- 
sign which is suitable for commercial- 
institutional areas. It resists greases, 
alkalis and dilute acids and is of a 
vinyl-asbestos composition. The tile is 
%-in. thick and fire-retardant, avail- 
able in g- x g-in size. Armstrong Cork 


Co., Lancaster, Pa. (B-2) 


VY Photocopy machine 
The Apeco Uni-Matic “Auto-Stat” 
photocopy machine is a high-speed, 
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desk-top, electric photocopier which 
makes copies of printed, typed, written, 
photographed or drawn originals. It is 
priced at $423.50. American Photocopy 
Equipment Co., 1920 W. Peterson 
Ave., Chicago. (B-3) 


V Recording-dictating machine 
This new 7'%-pound dual-purpose re- 
cording and dictating machine is 
Italian-made and portable. It has a 
built-in speaker and comes with crystal 


microphone, carrying case, reel of tape 


and take-up reel, and is priced at 
$179.95. Accessories for remote con- 
trol operation are available. American 
Geloso Electronics Inc., 312 Seventh 
Ave., New York. (B-4) 


V Microfilm duplicator 
The “Uniprinter” is a new printer de- 
signed to process direct, dry contact 


For further information, use 
Readers’ Inquiry Coupon on 
page 80. 


copies of card-mounted microfilm 
frames from 35 mm Filmsort Dupli- 
cards containing either unexposed Kal- 
fax or diazo film. Unit weighs 19 lbs., 
and measures 9 x 14 x 12 in. The Film 
sort Co., Pearl River, N. Y. Division 
of Miehle-Goss-Dexter, Inc. (B-5) 


V Holding devices 
Xerography holding devices, for a vari- 
ety of xerography plate sizes, are de- 


signed to fit on the various camera 
models in every size—vertical, low bed 
and overhead. Thus, the company re- 
ports, an office using both xerography 
and film reproduction, or one using 
several cameras of different sizes, can 
interchange the holders between cam- 
eras. Robertson Photo-mechanix, Inc., 
7440 W. Lawrence Ave., Chicago 31. 
(B-6) 
V Posture chair 
Named “Ensemble,” the group of of- 
fice chairs has Ortho-Tilt back and a 
choice of 3 different arm rests, avail- 


able in 100 color and fabric combina- 
tions. Shown is the “Supervisor” execu- 
tive chair, Model A-474-DO, uphol- 
stered in heavy waffle weave Trilock 
and Naugahyde, with cast aluminum 
base. Cramer Posture Chair Co., 625 
Adams St., Kansas City, Kansas. 


(B-7) 
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A Check personalizer 

The Vari-Typer Check Personalizer 
personalizes bank checks with names, 
addresses, account and transit num- 
bers; it features changeable type and 
spacing, centering scale and uniform 
impression in typing directly to paper 
masters for offset reproduction. The 
Vari-Typer Corp., 720 Frelinghuysen 
Ave., Newark 12, N. J. (C-1) 


V Dictation machine 
The “Tel-Vac” dial-controlled dicta- 
tion machine is designed for use with 
PBX and PAX office dial telephone 
systems. Connections are made by the 
Telephone Company; one direct line 
from each dictation unit to a small 
telephone terminal box is required. As 
many lines as required may be in- 
stalled. Peirce Dictation System, 5900 
Northwest Hghwy., Chicago 31. 
(C-2) 


V Rubber type 
Base Lock Interchangeable Rubber 
Type allows for alignment of various 


size characters, ranging from 1/16 in. 
to 1% in. Old English and outline 
styles of type characters are available. 
Prices for complete fonts of the alpha- 
bet and figures start at $1.85. Force 
Western, Inc., 434 S. Wabash Ave., 
Chicago 5. (C-3) 


V Paper cutter 
Designed for office and duplicating de- 
partments, the “Triumph” manual 


paper cutter is equipped with a per- 


manent rule and finger-tip operation 
of the movable back gauge. The ma 
chine is available in 2 sizes—the basic 
14-in. and 18-in. models. Michael Lith 
Sales Corp., 143 W. 45th St. New 
York 36. (C-4) 


V Automatic-feed perforator 

The “Cansamatic” is capable of cancel. 
ing punched card and magnetically- 
coded checks. Checks are stacked au- 


tomatically in sequence, and the ma- 
chine can handle up to 400 checks a 
minute. Cummins-Chicago Corp., 
4740 N. Ravenswood Ave., Chicago 
40. (C-5) 


A Calculating machine 

The new Victor Special Automatic 
Printing Calculator is designed for | 
users who do not require total transfer 
or automatic constant features. It di- 
vides, multiplies, adds and subtracts | 
automatically through one control and 
10 numeral keys, and is priced at $535. 
Victor Adding Machine Co., 3900 N. 
Rockwell St., Chicago 18. (C-6) 


V Ball point pen 

The new “Capri Mark IIL” ball point 
pen is guaranteed by the manufacturet 
to write on surfaces that formerly re- 


jected ball pens, and features a special- 
formula ink with detergent action. 
“Piggy-Back” refills, providing extra 
points, are included, and pens are 
available in an assortment of colors. 
Priced at $2.49. The Paper Mate Co. 
Inc., Subsidiary of The Gillette Co. 
444 Merchandise Mart, Chicago 54. 
(C-7) 


For further information, use 
Readers’ Inquiry Coupon on 
page 80. 


OFFICE MANAGEMENT 


ey. a oe ha to. 7 Sg Se $, L: . - ee fs . ee) eee » aa - * .* + Ss a 
me tae 
% BS 
he asi “ \ 
sy os 
ee Se 
wag 4 "al ost ig 
‘ee at a ST “in , 
| — a 7 & - a 
a } Mik Ya ee. ? ” Ssgaet Hi as 
7 ae * | vb = ——oae “J f a —_ j 
ce AAR , pene 
ie *2esstees es an? | 
i Serene a: ao, a | 
Ps eo ae ma 
|| 
i a | . Gs ‘ 
Ed — ao. . £ 
| 
ies s* | 
ex | au 
oe A 
al Ne Ch 
: ser 
; ; | ay cer 
: Las yee : yu * 
Sagat . s — m¢ 
+ oN . : ee ait Pl. 
ae iia ‘ en ; 
ee. em » . ¥ ” | 
fs Cole as ue ” 
ie © nae ral 
ay pee ee 3 
a - : a . . 4 a Re 
Bye | N 
#3 
<a I 
ie ae ih Pe Oe ee a .. de 
ES) rrr ee 
= ce ‘ss a ae oe : i? “4 oe ) an 
a \ : a 3 
RE | \ oii ——— s : = * ; 
ain a eis ee. seen se PB gs 
ere im "als oa ce & Me F a | j 
see ss ee se —< e . Py Sy Pe 4 Q ii: iil ; | 
goons oa . 7 “ ” é ; 4 the ee at a | 
e ion . La — ‘ a ee. ; ‘ 
Pcie jag ¥% § — } 
" i‘ ‘4 Oh B22 be. aed SS 
go, f TS 4 a 
a ‘ é et “sane ae Si, sik. whe : oat G = 2 fed: Z 
Genes } hes Ea seis tive : yy — eal 
z ; | — 2 ee Bah { 
P ; | Ht 4 J ‘ cvtemntnsecaeninsne _ . ’ 4 
ts pas ee 
a " . Ot _i-_ 2 
eel ‘ ae Lo j a 
Se } | - aie = ¥% i 0 
a bie tot Se ee 4 we eel 
ee sk "| 
a -- se 
2 | 
Bee 38 a | 
pe ‘on a ‘ee & - Be . — -—_- ae” 
awe we Be: ie ae ae ip om a  — aa 


tomatic 
ied for 
transfer 

It di- 
ibtracts 
rol and 
it $535. 
Goo N. 


(C-6) 


ll point 


facturet 
erly re- 


action. 


g extra | 


ens are 
colors. 
ate Co., 
tte Co., 
D 54. 
(C-7) 


EMENT 


A Office chair 

Chair (No. 1204U) is one in a new 
series of “Park Avenue” chairs re- 
cently introduced by the firm. Units 
in the series are based on the Danish 
modern school of design, and feature 
Plastelle baked enamel finishes on steel 
square tube construction. A wide 
range of decorator colors is available. 
Royal Metal Mfg. Co., 1 Park Ave., 
New York. (D-1) 


V Legal-size pedestal 

Three new legal-size drawer pedestals, 
designed to meet a wide range of filing 
and storage needs, are being offered 


by the company. Pedestals measure 
24 in. (shown here), or 18 and 30 in., 
and are available with 2 file drawers, 
one file drawer and 2 box drawers, or 
with 4 box drawers. Aetna Steel Prod- 
ucts Corp., Arnot-Jamestown Div., 730 


Fifth Ave., New York 19. (D-2) 
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Vv Plastic letter tray 
Styled in walnut, mahogany, grey drift- 
wood and blonde mahogany, plastic 


letter trays measure 1114 in. wide by 


124% in. in length. “Non-skid” rubber 
feet are a feature. Capitol Metal Prod- 
ucts Co., 577 University Ave., St. Paul, 


Minn. (D-3) 


V Office chair 

Designed by Irving Sharrow, this 
molded leather and walnut chair re- 
cently won a $1000 first prize award 


Rie 


in The Upholstery Leather Group’s 
Design Competition. According to the 
manufacturer, it is the first molded 
leather chair to be produced by a man- 
ufacturer in America. The Taylor 


Chair Co., Bedford, Ohio. (D-4) 


A All-metal desk 

The Model VII all-metal desk features 
a 7-sided work area and 4 drawers. 
Maximum dimensions are approxim- 
ately 82 x 36 in. Matching credenzas 
may be added to the unit to augment 
its storage and working space. Stand- 
ard Pressed Steel Co., Jenkintown, Pa. 


(D-5) 


V Modular furniture unit 

The 4 basic pedestals of this desk are 
built on a free-standing steel frame, 
and exterior panels and drawer fronts 


are in hand-rubbed walnut. Drawer 
interiors are of hardwood. Office Fur- 
niture Div., Eisen Brothers, Inc., 175 
Main St., Lodi, N. ]. (D-6) 


V Machine stand 

The Hercules machine stand is special- 
ly-designed to blend with the modern, 
functional lines of Olivetti accounting 


machines. Features include steel tub- 
ing with electric arc-welded construe- 
tion, white laminated plastic tops and 
4 adjustable rubber-covered _ glides. 
Meilink Steel Safe Co., 1672 Oakwood, 
Toledo 6, Ohio. (D-7) 
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‘Automation in the Office” 


IN the little more than four years that 
automation has enjoyed its most signi- 
ficant, if not spectacular, place in man- 
agement thinking, office procedures, 
and the means by which they are veri- 
fied and controlled, have been in a 
constant state of examination and re- 
examination by systems and procedures 
experts. Accordingly, recent technolo- 
gical developments have enlarged the 
capacities and areas of application for 
the equipment used in office automa- 
tion. 

Automation in the factory, of course, 
is almost as old as the Industrial Revo- 
lution itself. in the 
office is very new; and it promises to 
become even more highly-developed 
(and, possibly, more complex) in the 
future. New studies on office automa- 
tion appear practically on a weekly 
basis, and a large vocabulary has 
evolved to explain its workings. 

Essentially, the concept of automa- 
tion is simple. The means of carrying 
out this concept, however, can be ex- 
tremely involved, and the ramifications 
in automating a single procedure may 
very well overwhelm the company 
that has not properly planned every 
phase of its application. 

Automation, broken down to _ its 
simplest terms, implies “automatic con- 
trol.” This phrase usually means the 
automatic operation of a machine by 


But automation 


Integrated data processing equipment 
is as varied—both in size and price— 
as are the many applications for which 
it is used. Units shown, from top to 
bottom, are a Systematics punched 
card intercoupler installation; Friden 
Selectadata (right) coupled to Pro- 
gramatic Flexowriter; IBM Cardatype, 
and the Burroughs 220 System. 


By Frederick Vogel 


some external mechanical or electrical 
agency, without direct human inter. 
vention. Thus, new office work tech- 
niques, whether or not automated in 
any strict mechanical sense, usually 
stress “integration” of one phase of 
work with another to eliminate wastes 
of time, motion and material. And 
one of the most important words to 
emerge from the automation concept 
is this very word—integrated. — Inte- 
grated data processing, for example, is 
among the most familiar of all terms 
connected with an office’s automation 
program. 

Add to integrated data processing, 
such advances as newer and _ larger 
computers, “common language,” mag- 
netic tape, and constantly-changing 
equipment being released by manufac- 
turers, and one receives the impression 
that automation, rich as its heritage 1s, 
may reasonably expect an even brighter 
future. 

Integration, naturally, should imply 
wholeness. It means that the parts of 
a system should be united into a com- 
plete whole. When applied to data 
processing, the term means that the 
various parts of a system are designed 
so that each fits neatly into an overall 
pattern. The word is roughly equiv 
lent to “coordinated,” and as such sug 
gests that the different elements do not 
work at cross purposes, that there is 
no unnecessary duplication of work. 

The final result of an IDP system 
is generally obtained by arranging fo: 
the automatic perpetuation of repet- 
tive data so that information entered 
into the system remains in it, in usable 
form, and does not need to be ft 
entered, and that it does not emerge 
from the system except in its completed, 
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processed form. There are many ways 


of achieving this goal. Indeed, the 
fact that the word is relative in its 
actual use becomes apparent as soon 
as one attempts to define the limits of 
a system which is to be integrated. 

One vital question is, simply, how 
large should a system be? Let us con- 
sider the handling of charge sales in a 
department store as an example. The 
sales clerk is instructed in how to ob- 
tain necessary information for the 
charge—description and price of the 
item, customer identification and credit 
rating, and other pertinent data—and 
in how to record it. She has a means 
of following through from merchandise 
tag and customer credit card to sales 
sip. In other words, she works with 
a proved system of operation. 

Let us now follow the sales slip to 
its destination. In the first place, the 
slip is usually prepared in several 
parts, with the help of carbon paper. 
Each of these parts has a termination 
point, and at each terminal it finds 
itself entered into another system— 
such as a system for recording accounts 
receivable, for preparing customer state- 
ments, for analyzing sales, or for de- 
termining inventory requirements. Or 
the information carried in the sales slip 
may be copied into some other form 
(entered in a ledger, punched into a 
card, et al), and in its new form it is 
similarly entered in some system. 

Thus, it is rather apparent that the 
operations of a business are broken 
down into a series of systems. This in 
itself implies a coordination of the 
routines of one or more departments 
involved in processing a single related 
item. Thus, the word system itself im- 
plies a collective, coordinated set of 
activities or, in other words, integra- 
tion, 

Let us say, a company requires two 
separate systems to process an order- 
taking function and a shipping func- 
tion. If the two systems work together 
in coordination as part of an overall 
scheme, with neither operating in a 
way to duplicate needlessly the work 
of the other, or in a way to waste the 
time, work or material of the other, 
or toward a purpose in unnecessary 
conflict with that of the other, then 
the two systems have themselves been 
integrated. This process can be ex- 
tended so that ultimately all of the 
localized systems in a company can be 
integrated with each other. When this 
occurs, we may say that the limits of 
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the system are the limits of the com- 
pany itself and of its operations. In- 
tegration, of course, may exist on either 
a small or large scale. But to say that 
a company has an “integrated data 
processing system” is meaningless until 
the scope of the system, or of the in- 
tegration, has been precisely defined. 

The true concept of IDP becomes 
clear: It means nothing more or less 
than the systematization, within the 
limits imposed by the needs and ca- 
pacities of a company, of the flow and 
manipulation of the data essential to 
the conduct of the business. 

But, let us return to our original 
term—automation. The term became 
a familiar word in factories to describe 
the automatic movement of work in 
process from one machine to another. 
For the office, it is usually considered 
to mean automatic control—that is, the 
automatic operation of a machine by 
some external mechanical or electrical 
agency, and without any direct human 
intervention. 

Punched paper tape is one such 
agency to control the operations of 
many kinds of machines, including 
typewriters, computing equipment, 
graphotypes, card punches, and so on. 
Equipment so controlled is said to be 
automated. 


The agencies used for purposes of 
automatic control of office machinery 
are numerous. Generally, they are 
called common languages, and among 
these may be included punched cards, 
magnetic tape and magnetized codes 
on paper. The fact that this control 
at times is internalized within certain 
machines—that is, various units have 
properties within themselves to incor- 
porate a number of functions which 
otherwise would be 
other machines—does not 
alter the significance of what the 
equipment handles. 


performed — by 
separate 


If a tape-punching typewriter is used 
to prepare a sales order, for example, 
and if the resulting tape is then used 
to operate an accounting machine which 
prepares the bill, this billing operation 
is said to be automated. It is possible, 
however, to obtain a single machine 
which performs the same functions. It 
is perhaps more correct to consider 
that equipment as automated which 
can be controlled automatically by some 
external non-human agent, or if it is 
sufficiently complex that performance 
of one operation can be used auto- 
matically to control the performance of 


Efficient data handling, in this day 
of mounting paperwork, requires ma- 
chines and systems capable of proc- 
essing huge volumes of information 
automatically. The three systems pic- 
tured here are, top to bottom, the 
IBM 705 Electronic Data Processing 
System, combining calculating speed 
with vast electronic “memory”; the 
Card-to-Magnetic-Tape Converter of 
the Remington Rand Univae system, 
and the Underwood Electronic Busi- 
ness Computer, a digital computer 
featuring magnetic memory disc of 
100 registers of 10 digits each. 
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Integration of office procedures does 
not necessarily require machinery, but 
large installations can be of great 
value to offices which process vast 
amounts of data. Photos at left show 
Royal McBee’s LGP-30; Stromberg- 
Carlson’s S-C 5000 High Speed Elee- 
tronic Printer, the Bendix G-15 Gen- 
eral Purpose Digital Computer, and 
Underwood’s Data-Flo system. 


a different, not accessory, operation. 

The automatic printing of credit 
balances in red on an adding machine 
is not a form of automation, since this 
falls into the category of an accessory 
function or a refinement. But the auto- 
matic computation of price extensions 
and totals on a machine used to type 
a sales order would be an instance of 
an automated operation. 

Since a system may include some 
equipment which is automated, as well 
as some which is not, a data process- 
ing system may be integrated without 
being automated to any degree. On 
the other hand, all of the equipment 
used in it may be controllable by auto- 
matic external means. Usually, some 
degree of automation is present in an 
integrated data processing system. 

But, it must be remembered, IDP 
does not, by definition, require complex 
equipment at all, although high- 
powered equipment may, and often is, 
used in such system. This is true be- 
cause the means of preserving data in 
a form for automatic repetition can 
be fairly simple. Carbon paper and 
duplicating masters can be used for this 
purpose in appropriate situations. Such 
data, however, can be preserved by 
entering it into a form which can be 
read by a machine. The most familiar 
example in discussions of IDP is 
punched paper tape. Uses of this 
medium are legion: 

It may be fed into a tape-to card con- 
verter, so that information in it can 
be entered into punched card form for 
use in punched card accounting. Or 
it may be converted into one or another 
of the other common languages de- 
scribed below. 

It may be used entirely within one 
office, ors through use of wire or radio, 
may be transmitted to other offices at 
great distances from the original source. 

It may be used simply to distribute 
information, or it can serve as input 
to calculating equipment, including 
large electronic computers. In some 
cases, it is first necessary to convert it 
into another form, but this can be done 
automatically, too. 


The agent for integration—and in 
this case for automation also—is the 
punched tape which controls the vari 
ous machines in the system  auto- 
matically. Such a system need not be 
complicated or elaborate, as many re. 
cent articles in this magazine have 
pointed out. Definitely, an IDP sys. 
tem is not only for the large office 
alone. 

The advantages of using a common 
language are three-fold: 

First, since it can be used to give 
automatic control, certain types of sys- 
tems can produce more work than 
previously. This, however, does not 
necessarily imply a reduction in the 
cost of operations, for the skilled labor 
required is usually more highly paid 
and the equipment is often expensive. 
On the other hand, some installations 
can bring real savings in clerical costs, 
and others make possible the perform- 
ance of work which could not be 
handled efficiently without considerably 
enlarging the payroll of the company. 

Secondly, machine accuracy is very 
high. Consequently, if information 
entered into an IDP system is accurate 
in the first place, the possibilities ot 
errors made in transmission, posting 
or figuring are reduced to a large de- 
gree. Increases in accuracy not only 
reduce losses due to errors, but also 
eliminate a great many of the steps 
otherwise required to verify the ac- 
curacy of the information. 

Lastly, a characteristic of many in- 
tegrated systems allows instructions to 
a machine to be determined in ad- 
vance of the receipt of data. The ma 
chine, therefore, can be programmed, 
so that when data are received it can 
perform the necessary operations with- 
out additional instruction. Electronic 
computers, in particular, may be pro 
grammed to handle complex sequences 
of operations, and provisions can be 
made for handling exceptions to rou- 
tine that otherwise require treatment 
on an individual basis. This handling 
of exceptions is the costly part of many 
bulk operations, since isolating and 
handling exceptions disrupts high 
speed routines and usually requires the 
exercise of human study and judgment. 
Many exceptions, however, can either 
be handled directly by a computer, of 
at least automatically pulled from the 
data flow so that human aid may be 
called upon. 

Installations which use a computer 
reveal the extraordinary calculating 
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SCRIPTOMATIC, Inc. * 316 North Ith Street, Phila. 7, Pa. 


Use Readers' Inquiry coupon on Page 80 43 


SELECTIVE ADDRESSING 
FROM PUNCHED CARDS 
IN ONE MACHINE PASS 


Electronic “reading” of coded information on IBM, Remington Rand or 
other punch-card systems permits the Model 101-S Scriptomatice Address- 
ing Machine to print, skip, sort and count without disturbing the file sequence. 


Many publishers have adopted the Scriptomatic system to their fulfill- 
ment operations. Mail order companies and large direct mail advertisers 
use Scriptomatic for selective punch card control and addressing. Flexible 
list handling and the great economy of punch card masters over other 
methods are the two principal reasons for the swing to Scriptomatic. 


Here’s How SCRIPTOMATIC SELECTIVE ADDRESSING Can Work For You 


PROGRAM PANEL can be set up, for example, to print all cards in a 
given category; and at the same time counting all categories for 
statistical audit. 


CARD READING: IBM, Remington Rand or other punch cards 
are “‘pin-read”’, the pulse picked up from the card actuates the 
printing roller and counters. Reading pins go through the holes to com- 
plete selective circuits you programmed. 


PRINTING is done only when called for. No blank envelopes are fed 
without being printed. 


COUNT is picked up on any machine function programmed. Statistical 
survey can be made as by-product of your addressing run. 


SORT in either of two pockets can be based on customer activity you 
program. Inactives may be pulled while addressing is carried on, for example. 


Mailing material of almost any type or size can be addressed by the 
Scriptomatic Model 101-S. A complete line of attachments is available to 
tailor Scriptomatic to your particular data writing needs. Discover how 
you can print from economical card masters . . . with double the flexibility 
... at half the cost ... with the new Scriptomatic Model 101-S. . 


8-800 


Write for this full color illustrated 
brochure on the Scriptomatic Model 101 
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Above: Tape-to-Card Converter and, 
right, Dataplotter are other units in 
use to speed and simplify the flow of 
office data. (Pictures by courtesy of 
Remington Rand and Electronic As- 
sociates, respectively.) 


speeds of the machines that allow them 
to process a tremendous volume of 
data. Indeed, speeds of certain units 
are far greater than that of any ma- 
chine used to merely supply the data. 
To use a computer efficiently for large- 
scale data processing, therefore, it is 
necessary to use some method for ac- 
cumulating large volumes of data for 
consumption by the computer. 

This can be achieved by accumulat- 
ing data while the computer is not in 
use—a method which is not economi- 
cally very sound for a company which 
cannot use its computer in the mean- 
time for other applications. It is suit- 
able, however, for companies not own- 
ing a computer, since data can be 
processed by a computer at a service 
center outside of the company. One 
example of this is a new electronic 
processing center, a “computer coopera- 
tive,” set up recently in Hartford, 
Conn. Four insurance companies share 
both capital investment and operating 
costs of a computer and auxiliary 
equipment, and each also shares in use 
of the equipment. 

How best to supply data sufficient 
to warrant keeping a computer on the 
premises? The usual method is to 
use a battery of inputs, by which data 
can be recorded at many different 
points in the system. If the company 
happens to be a large one, with a great 
deal of paperwork, a sufficient volume 
of work is already being done to keep 
a large computer in operation. 

One of the problems in developing 
IDP systems, then, is in obtaining 
source data. Ideally, information 
should be put into machine-sensible 
form as soon as it develops; for ex- 
ample, sales data should be recorded in 
a common language at the time and 
place of sale. For this reason, cash 
registers have been fitted with tape 
punching accessories, and merchandise 
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has been tagged with pre-punched tags 
carrying information about the mer- 
chandise in coded form. 


Variety of units available 


Since, as the sources of data become 
more and more removed from the data 
processing facilities, the greater will be 
the number of data recording units 
required, and the more extensive the 
communication network. Many differ- 
ent types of machines are now available 
with facilities for punching tapes or 
cards. Among these are adding and 
calculating machines, bookkeeping and 
accounting machines, and other equip- 
ment which can produce, as a_by- 
product of some necessary operation, 
a common language entry. Thus, a 
typewriter, teletypewriter, and the like, 
may be used in preparing a sales order 
which is used and filed in the normal 
manner, punching simultaneously a by- 
product tape, used to transmit the same 
information to other parts of the proc- 
essing system in use. 

This recording, ideally, should occur 
as part of an operation that is necessary 
in any case, such as typing a sales 
order. Often, it may be necessary to 
use a keyboard of some kind to enter 
data into the system directly, since at 
times this is the only method available. 
Numerous types of equipment are 
available for the purpose, including 
adding machines and typewriters. 

Still another “link” is sometimes 
necessary—equipment to convert one 
common language into another. Again, 
a number of different kinds of equip- 
ment are available to make exchanges 
of information among such diverse 
common language media as magnetic 
tape, punched cards, punched tape, 
magnetic codes on paper documents, 
and printed characters designed to be 
read by character recognition devices. 

Another form, introduced of re- 


cent date, for reducing costs of data 
origination is the method for printing 
a special four-channel numerical code 
mechanically from standard adding, 
calculating, bookkeeping, accounting 
and other office machines. This  sys- 
tem operates by a method of purely 
mechanical linkage with the working 
parts of these machines. The code is 
printed on a narrow paper tape, and 
it can be converted to standard 
punched tape or punched cards through 
a process of photoelectric scanning in 
which the punch responds to the tape’s 
light and dark areas. This printed 
tape thus becomes another in the list 
of common languages. It is more com- 
pact than standard punched tape since, 
not being perforated, it requires less 
paper strength. 

Standard punched paper tape may 
be used in systems employing codes 
up to eight channels. It is now con- 
ventional common language for much 
IDP equipment. Modified, the codes 
may be punched along the edge of a 
card, allowing differences in handling. 
Each of these forms of tape has the 
advantage of compactness and ease of 
cutting and splicing. Relatively inex- 
pensive as common language media go, 
they are generally convenient to handle, 
but are not as flexible for uses that 
require sorting of individual records 
as are punched cards. When necessary, 
they can be converted to punched 
cards, however. 

Like paper tapes, punched cards are 
relatively inexpensive. They are bulkier 
than the tapes, but permit greater 
facility in sorting and unitized hand- 
ling. Magnetic tape, naturally, is used 
largely within electronic computer sys- 
tems, where it is used as the common 
language medium between components 
of the system. It permits input and 
output of data at enormczs speeds; 
togcther with its great compactness, 
its advantages are thusly two-fold. It is 
more expensive than other media to 
handle, but coded information can be 
erased and replaced with new data 
practically without limit. Thus far, 
it has not been considered feasible for 
use in recording source data at points 
remote from the computer. Magnetic 
coding on paper documents has been 
developed to a considerable degree 
within recent years. The recording of 
codes on the face of a check, for ex- 
ample, or use of equipment using docu- 
ments carrying magnetic stripes on the 
reverse (in which coded information 
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can be recorded) are some of the new 
developments. Since the codes are sup- 
plementary to printed data, they may 
be used with regular documents. 
Thus, magnetic codes may be de- 
veloped in several forms. Codes 
equivalent to those used on magnetic 
tapes may be printed directly on busi- 
ness forms. They can be printed in- 
visibly, for the use of machines only, 
or with magnetic ink, for visual inspec- 
tion when required, as well as for ma- 
chine handling. In other cases, mag 
netic principles may be used in com- 
bination with the principle of photo- 
electric scanning of printed characters. 
This last feature makes it possible for 
machines to read printed material, by 
means of a method termed character 
recognition. It is strictly visual and 
may be used in special cases when the 
printed symbols are standardized as to 
type and registration, in order that they 
can be compared with symbols stored 
in the reading machine. Printed char- 
acters are read by comparing them 
with the stored symbols, and such 
equipment may punch cards with in- 
formation corresponding to that read. 
New technological developments in 
office automation have also increased in 
the area of communications facilities. 
One major problem here has been that 
existing wire facilities were designed 
to handle five-channel codes. It has 
been determined, however, that codes 
with up to eight channels are more 
suitable for certain kinds of work, 
especially in making inputs to elec- 
tronic computers. Recent developments 
in high-speed, tape-to-tape transmission 
for codes of up to eight channels have 
indicated that such may become popu- 
lar in the not-too-distant future. Like- 
wise, high-speed transmission of data 
directly between privately owned data 
processing units is on the upswing. 
Meanwhile, other approaches to data 
transmission are being refined. For 
conventional wire services, for example, 
automatic switching service is available, 
so that messages containing a routing 
code may be directed automatically at 
relay stations into the proper channels 
for retransmission—and, upon request, 
even into specified receiving units. 
This latter development means that 
data can be sorted out automatically 
on arrival, as in the case of sales in- 
formation, which may be recorded on 
one machine, and payroll information 
on another machine. 
Stull another technical advance has 
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An indication of the variety of auto- 
mated equipment now on the market 
may be obtained from the illustrations 
on the right. Top to bottom, the high- 
speed printer, a component in the 
DATAmatic 1000 EDP system; the 
Kimball Tag Reader, an automatic 
sensing device; Clary Corp.’s Elec- 
tronic Computing Machine, and the 
Burroughs 205 EDP system. 


been development of improved methods 
of obtaining what is termed “random 
access” to data stored in a system. Al- 
most without exception, 
ing in large offices has 


data process- 
required the 
accumulation of data of a given type 
and summarization of that informa- 
tion before applying it analytically. 
The total sales of a given product, for 
instance, during a specific period of 
time and the 
total subtracted from inventory figures 
or added to sales figures in one of their 
various breakdowns, or otherwise ap- 
plied to existing summary 


would be summarized 


records. 
It had not been feasible to post each 
individual transaction to 
mary records, 
records 


these sum- 
because access to the 
and inefh- 
cient. Thus, similar items were usually 
batched. 

The batching process generally re- 
sults in a time lag between a trans- 
action and the evidence of its effect on 
the summary record, such as inventory. 
If inventory records can be kept cur- 
rent, it is possible to determine within 
a shorter period when the time has 
arrived to reorder. If the company can 
count on knowing immediately when 
stocks are low, it can rely on this in- 
formation to avoid the need for main- 


was burdensome 


taining larger inventory to cover pos- 
sible errors in estimated sales. 

Hopes of being able to post each 
transaction as it occurs are moving 
toward reality. Recent developments 
made to facilitate such a 
process. New types of random access 
equipment permit the operator of an 
electronic system to enter the data from 
each transaction as it occurs into sum- 


have been 


mary records. This is made possible 
by means of reaching, 
der, the applicable portions of the rec- 
ords stored in the equipment. “In-line” 
processing, in which all records affected 
by a transaction are posted individually 
and at once, is becoming more and 
more feasible as new developments 
continue. 

Certain random access equipment 
employs a series of short magnetic 
tapes, some employ storage on magnetic 


in rapid-fire or- 


oe ae an a _ ae i 7) i el See “as 7 = ms: r 7 “a 4 = go a ai ees. = “a Ps ed a +s ei 
: i oF. oe P 5 - 7 7 | ao —- “4 4 = 3 . ge 
. . = my 
Ki 
ae 
= | 
. y tes ‘ ; ile 
pe hn — : 
5 ay = Pos ~ . 
* 4 ae. 7 
; hs : = ogi a ‘ ee 
oy 5 4 rn tt 
be al ee he 
7 ae gee i ta ‘ 
age y ar . —s 
~— yp fw im 
> eee ne) ee, ; = he 
cad. te a “tS oS Seam Came 
bi, e* Pa et went - ¢ * < P @ 5 
ie Me ee a SSS 
, a + es 
Me oe —- eg : eS a 
ce = BP Oe aa Sea 
: aT Ae. eo. as q cs ; 
Sah geet ie rae ae yl |e 2 ra ote 
Tite ae ae 
ey 
gE E & a.* | Cis = : E 
: ees Fe . 
a Bs , oe 
a ; cag ie 
- g mae 
4 4 e 5 “a ee So 
a bs ae } >. 
' aan a 
4 oe. : 7 
et: 3 : 
“ os = 
a tase . f 
Tar 
4 Em 
' ear 
ie 
e ; 
< 7 “ - 
i" F 
ati / Bi 
ee a F . 
cc F i “ ee Ss 4 Sf 
= \ y 4 é a - P 
fe a : ee 
| Se a | 4 
= Po. ae ae : 
R a. Clee E a 
i 2 ee oa) fa 
J ’ $35. ioe) 4 ie a 
es ie q rae ik 4 
ko ae ys he ai i 
| ; oe ee i Be ye hee . 
&. 
} é : eias. sa e- 
& ) a q a N 
ie on bs ae * 
Sy aaa — 4 ’ z 
| | | " 
ag : = ees — 
; ‘ ; . . " wr 
4 = Ss, Siang Fiat a 
ae - oo ‘ es 
~ i sy 
‘ . =e i em 
: “ <4 2 
een ‘ie 
: As 3 >. 
\ wa 4 Be on 
€ "7 ie 
‘ . —  s aaa 
* - Mg a 3 « 4 Z 
_— a a 
. Pei : = ‘ Fs 
> * OR se é io — he 
* 
a Pe a ‘s 
7 7 
. 
. 
; : AA 
; a ee 
=a Ei. “Sar a a is : ie . Bel ee: ee : bie Ete " j > 1 Pig. aes —_ 7 “a mie 
_— ee eo Ei ae \ “ae | OGRE sa age tia a se oA : ~~ a a a ee “Soe 


bo ae 


ey e 


ee ee a 


drums, and another employs a series 
of magnetic disks. It is no longer 
necessary to search the entire memory, 
since the search for data can at once 
be limited to that particular tape, 
portion of the drum, or the disk con- 
taining the data. This in-line process- 
ing is now available in many operations 
in which it was not feasible before, 
supplying management with valuable 
up-to-the-minute data on company 
operations. 

To date, electronic data processing 
systems have indicated a greater value 
in producing on quick notice the re- 
ports managements require to oversee 
their companies than in simply reduc- 
ing clerical expenses. This, of course, 
is their real importance; many, in the 
long run, will most likely effect cost 
reductions also. The control informa- 
tion received by management is also 
more complete and more accurate, and 
obtained in a faster time, than was ever 
possible before under manual methods. 

One familiar—and true—concept to- 
day is that successful integrated data 
processing is not possible without an 
extensive systems study before install- 
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Units used to punch tape, to read and 
convert characters into machine lan- 
guage, and to list or list and perform 
arithmetical functions are increasing 
in importance in office automation. 
Shown on the left are, top to bottom, 
Monroe’s Synchr-Monroe President, 
Cummins-Chicago’s Perf-O-Reader (ac- 
tuating 024 IBM Key Punch), and 
Victor’s Digit-matic. 


ing the machinery. This need for 
systems work is widely recommended 
by those who have been closest to the 
subject. As a matter of fact, the em- 
phasis placed on the systems approach 
is perhaps the most significant de- 
velopment of the times, since it is the 
efficiency of the office that matters, 
rather than the particular equipment 
obtained. This efficiency, of course, is 
reached through proper systematization 
of office work, whether it be achieved 
from use of manual methods, giant 
computers or various other mechanical 
devices. Indeed, it has often proved 
true that concerns which have made 
the necessary systems studies in prep- 
aration for data processing equipment 
have found therein the means of im- 
proving their operations, so much so 
that large installations of equipment 
were precluded—and still their opera- 
tions became integrated. 


Units aid systems development 


Certainly, new equipment often will 
make possible the development of new 
systems, or, at any rate, make it pos- 
sible for the smaller company to use 
systems that previously were disre- 
garded because of the expenses in- 
volved. For this reason, many manu- 
facturers have concentrated on me- 
dium- and small-size equipment de- 
signed particularly for the small or- 
ganization. Likewise, _ technologists 
have begun to design component parts 
of less weight and bulk than had been 
produced earlier. (One obvious ex- 
ample of this is use of the transistor 
to replace the vacuum tube.) Thus, 
the equipment becomes more compact, 
requiring less space to accommodate it 
and less structural support for its 
lighter weight. Also, it uses less cur- 
rent, and as a result requires less air 
conditioning apparatus to control the 
heat it throws off. 

A marked rise in interest in special- 
ized, as opposed to general-purpose, 
equipment is also notable today. Typi- 
cal of these are some of the electronic 
reservations systems used by airlines 
and railroads; electronic file equipment 


for recording inventory; and a battery 
of equipment to process the work loads 
of banking and financial institutions. 

One of the most important develop- 
ments in the office equipment industry 
during the past year, one manufacturer 
reports, has been the introduction of 
electronic devices which bring a high 
degree of automation to paperwork 
processing in the nation’s banks. A 
constantly-increasing flood of checks 
reaching a rate of ten billion items 
each year, has posed problems in 
handling costs, storage space and man- 
power. Banks and the office equip- 
ment industry, therefore, are cooperat- 
ing to extend development of auto- 
matic equipment to serve these needs, 
and to establish standards of size, shape 
and coding of such documents as 
checks and deposit slips. (How one 
manufacturer is attempting to solve 
banking problems is the subject of a 
full-length feature in the March, 1958 
issue of Office Management.) 

One expression now closely allied 
with integrated data processing is elec- 
tronic data processing. The word elec- 
tronic, of course, is used to describe 
equipment which depends on the use 
of vacuum tubes or transistors. It has 
been used at times to describe certain 
standard items of equipment that are 
not really electronic, in the true sense 
of the word. Electronics is a field in 
itself; consequently, a phase such as 
electronic data processing should not 
be applied to systems using standard 
electrical equipment only. Data proc 
essing is not electronic unless it in- 
volves vacuum tubes, transistors, and 
the like. Thus, electronic data proc- 
essing almost automatically implies use 
of an electronic computer. But, as 
already mentioned, there are many in- 
stances of integrated data processing 
which do not require use of any elec- 
tronic equipment whatever. 

Included in the list that follows is a 
variety of equipment on the market. 
It will be noted that such equipment is 
extremely extensive and varied in ap- 
plication. Of course, the accompanying 
descriptions offered cannot begin to 
cover the technical details that dis- 
tinguish one machine from another (or 
the possible combinations of equipment 
into office systems). Basically, the list 
is designed to act as a guide for those 
who wish to enter into further re- 
search on automated equipment and 
systems. 


(To page 48) 
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H. J. Haughton, Vice President and Controller, Jones & Laughlin Steel Corp. 


“Moore forms help us keep tab on costs” 


AUTOMATED SYSTEM GIVES JONES & LAUGHLIN ACCURATE BUDGETING FOR RIGID COST CONTROL 


Anew costing system helps Jones & Laughlin Steel Corp. pin- management timely and easily understood reports. Planning 
point costs with greater accuracy. This calls for fast action is speeded, with time for correction if needed. Big decisions 
in collecting costs at their source. Punched cards record all tend to be more correct: little ones are routine. Valuable 
elements of cost — yield, labor charges. maintenance and yardsticks measure results in all theaters of costs. 


lepairs, services. supplies. etc. An IBM 650 computes the 


: . The Moore man helped with the scientific 
actual cost of every product at each production stage. 


design of the procedures and forms used in 


This costing process is then repeated, but with budget the Automated Data Processing (ADP) sys- 
data rather than actual. When both actual and budget costs tem. For other examples of system improve- 
are known, they are printed, together with the variances ment, write on your letterhead to the nearest 
between the two, on a Commodity Cost Sheet, a Moore con- Moore office. 


tinuous , is is J & L’s control in print. 
form. This is J & ee P Moore Business Forms, Inc., Niagara Falls, N. Y.; Denton, Texas; 


The mountains of production and cost data are handled Emeryville, Calif. Over 300 offices and factories through- — . —\ 
at electronic speeds. giving all different levels of J & L’s out U. S., Canada, Mexico, Caribbean, Central America. mooes > 
® 


Build control with 


MOORE BUSINESS FORMS 
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Equipment for the handling of cards or the bursting of cards and/or forms 


are two varieties of auxiliary units used in the automated office of today. 
(Pictures by courtesy of Wheeldex-Simpla and Uarco, respectively.) 


The Manufacturers 


Addressograph - Multigraph  Corp., 
1200 Babbitt Rd., Cleveland 17. Com- 
pany has manufactured Graphotypes 
operated by punched paper tape. Cer- 
tain of the company’s addressing equip- 
ment have features such as punches 
which ally it to punched card opera- 
tions. Also, the Multilith line of offset 
duplication equipment uses offset mas- 
ters which can reproduce themselves 
and which can be prepared by auto- 
matic inputs. 

Airborne Instruments Laboratory, 
Inc., Modac Div., Old Country Rd., 
Mineola, N. Y. Firm has produced line 
of Modac electronic data processing 
systems in the $100,000 price range, 
custom built, including computers and 
card-to-tape converters. 

Alwac Corp., 13040 S. Cerise Ave., 
Hawthorne, Calif. Company was 
previously known as Logistics Research, 
Inc., and offers 2 general purpose 
digital electronic computers, the Alwac 
III E in $100,000 price range, and the 
Alwac 800, a large-scale system, with 
magnetic core storage and modular con- 
struction, using up to 50 magnetic 
drums through one buffer, with up to 
10 buffers and up to 10 magnetic tape 


The increasing usefulness of automa- 
tion has brought in its wake a vast 
amount of accessory equipment. Pic- 
tured here is the new IBM Tab Card 
File, developed recently by VISIrecord. 


transports per buffer. 

American Telephone & Telegraph 
Co., 32 Avenue of the Americas, New 
York. Company has made extensive 
line of communications facilities, based 
mainly on use of 5-channel punched 
tape, including Number 19 automatic 
sending and receiving typewriters; 
Number 14 transmitter distributors; 
Number 14 sending and receiving typ- 
ing reperforators; as well as teletype- 
writers, and a line of switching systems 
and selector devices. The firm does 
research and development work on 
equipment for high-speed data trans- 
mission. 

Ampex Corp., 934 Charter St., Red- 
wood City, Calif. Company manufac- 
tures magnetic tape transport equip- 
ment, such as is being used for input 
and output in a number of electronic 
computers and specialized systems, in- 
cluding mail addressing systems, digital 
magnetic tape handlers, digital mag- 
netic heads for “read” and “write,” 
read-and-write amplifiers for putting 
digital signal data on the off tape, 
and specially-formulated magnetic tape. 
Equipment is rented or leased. 

ANelex Corp., 150 Causeway St., 
Boston 14. Company has _ produced 
high-speed Synchroprinters for high- 
speed printing, with inputs from 
punched tape, punched cards, mag- 
netic tape, or magnetic drums, also 
magnetic tape transport equipment, 
including Micro-Tape Steppers. 

Bell Telephone Laboratories, 463 
West St., New York 14. Research and 
development work for the Bell System. 
See listing under American Telephone 
& Telegraph Co. 

Bendix Computer Div., Bendix 
Aviation Corp., 5630 Arbor Vitae St., 
Los Angeles 45. Firm manufactures 
G-15 general purpose digital computer 
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Tools of the Office 


in the $50,000 class, designed for engi- 
neering and scientific work; also has 
business applications using punched 
card and/or punched tape input. Spe. 
cial feature allows computation while 
input and/or output operations are in 
process. Alpha-numeric paper tape 
converter may be used for integration 
with systems using 5-, 6-, 7- and 8 
level codes. 

Burroughs Corp., 6071 2nd Ave., 
Detroit 32. Series F2000 computer for 
data processing features multiplier, 
multiplicand and product accumulator 
storage, designed for businesses, banks 
and governmental agencies. Up to 19 
memory units may be used for data 
storage of varying factors or totals, 
All mathematical functions are per- 
formed automatically, and the machine 
has a full adding machine type key- 
board which is used for the input oi 
this computer. Punched Card Input 
Unit for the Eror desk-size electronic 
computer from the company’s Elec- 
tro Data Div. permits separate or in- 
termixed data and instructions to be 
read into desk-size digital computer 
from information in punched cards. 
It is cable-connected to the Eror for 
hook-up and removal, and _ positioning 
an automatic-to-manual switch allows 
operator to choose whether data or 
instructions will be read directly from 
punched cards, or taken from key- 
punch’s keyboard. Unit’s speed is from 
17 to 20 card columns per second, de 
pending upon keypunch model used. 

Datatron electronic computer acces: 
include Cardatron  input-out- 
put system which permits use of several 
punched card units simultaneously, 
and Datafile electronic filing system. 

The 220 is a general purpose elec- 
tronic data processing system and has 
a digital system with full magnetic 
core memory. Basic arithmetic speeds 
are over 300,000 additions or subtrac- 
tions, 30,000 multiplications and 15,000 
divisions per minute. Up to 600 mil- 
lion characters of information can be 
filed electronically in the system. Its 
internal memory consists of up 
440,000 magnetic cores and is expanda 
ble from 2,000 to 10,000 computer 
Priced from $375,000 1 
$600,000. The company also produces 
the Class g electrically operated book- 
keeping machines, Director “600 
accounting machines, Sensimatic 3 
counting machines, Sensimatic M4. 
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Sensimatic MC, Tape Perforator, Card 
Punch Control Unit, and Series M 
200 Computing Billing Machines. 
Firm’s new “Bank Automation Pro- 
gram” uses Electronic Bookkeeping 
Machine, Imprinter, Proof and Distri- 
bution Machine, Magnetic Sorter, 
Amount Printer and the 220. 

Clary Corp., 408 Junipero, San 
Gabriel, Calif. New Electronic Com- 
puting Machine (ECM), completely 
transistorized unit built into standard 
ofice desk. Computations performed 
by electronic unit in drawer section 
of desk; results printed automatically 
on adding machine-type print unit 
mounted flush with desk top. ECM 
consists of 4 desk-mounted units con- 
nected by cable—key entry unit; elec- 
tronic computation unit; programming 
unit; and printing unit. Operations 
performed by computation unit either 
under manual or program panel con- 
trol. Present models provide for 30 
program stops. Priced at $15,000 FOB, 
San Gabriel. Certain of company’s 
standard adding machines and cash 
registers can be equipped to punch 
paper tape as a by-product of normal 
functioning. Clary also offers variety 
of machines designed to read codes for 
automatic input to electronic systems; 
also, data printers, printing timers, and 
electrical input keyboards. 

Copy-Craft, Inc., 105 Chambers St., 
New York 7. The Ormig Selective 
Data Printer produces‘from a given 
master all information on that master, 
or selected data condensed on single 
item tickets. Machine advances auto- 
matically from line to line; job tickets, 
each of which describes a different 
operation and bears certain data com- 
mon to the entire job, may be produced 
in tailor-made series. 

Cummins-Chicago Corp., 4740 N. 
Ravenswood, Chicago 40. Cummins’ 
Perf-O-Data equipment encodes docu- 
ments by perforation; the Perf-O- 
Reader (character-scanning unit) scans 
the perforated characters by means of 
a photoelectric reading device. Other 
equipment includes an auxiliary key 
board which provides for manual entry 
of variable information or corrections. 
Price ranges: Pert-O-Data, $895, Pert- 
O-Reader, $9,950, both f.o.b. factory, 
plus Federal and local taxes. 

Dage Television Div., Thompson 
Products, Inc., W. Tenth St., Michigan 
City, Ind. Firm has made line of 
closed circuit television equipment, 
which is used in some automatic sys- 
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Top right: A new motorized indenting 
press used for embossing repetitive 
data on metal or plastic plates, and 
bottom, a forms imprinter for im- 
printing fixed data on business forms 
aid in reducing the amount of routine 
data processing. (Pictures by courtesy 
of Force and Moore, respectively.) 


tems to speed exchange of visual in- 
formation, as in verifying signatures 
on documents. The equipment is used 
on 8,000 cycle band width. 

Dashew Business Machines, Inc., 
5996 Smiley Drive, Culver City, Calif. 
The firm has manufactured equipment 
providing original entry of data into 
gutomatic systems. Dashaplate, a basic 
source of data, is an embossed plate of 
metal or plastic, carrying basic infor- 
mation which can be created at speeds 
to 6,000 an hour by Databossers (con- 
trolled by punched tapes or cards), or 
manually on Datatypers. 

Datamatic Corp., 151 Needham St., 
Newton Highlands 51, Mass. This 
company makes the general-purpose, 
high-speed data processing system, 
Datamatic 1000, which consists of in- 
tegrated electronic units designed to 
sort, merge, maintain large files on 
tape, and perform related business 
processing operations. Input data may 
be read from punched cards or punched 
paper tape onto magnetic tape. Once 
on magnetic tape, all operations within 
system are automatic. Data is fed from 
magnetic tape into a magnetic-core 
internal memory, delivered to arith- 
metic unit; read out to magnetic tape. 
From tape, data is fed to the output 
conversation system where it may be 
selectively extracted, edited and printed 
out in a wide variety of formats on goo- 
line-a-minute printer. 

Dennison Mfg. Co., 300 Howard St., 
Framingham, Mass. This firm has 
manufactured = Print-Punch marking 
machines which prepare merchandise 
tags for subsequent automatic process- 
ing. The machines punch basic mer- 
chandise data in four- or five-channel 
code, simultaneously printing informa- 
tion (such as size, price, style num- 
ber) that can be read by customer and 
sales clerk. Printing and punching 
rate is 200 stubs per minute. 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 80. 


Allen B. Du Mont Laboratories, Inc., 
750 Bloomfield Ave., Clifton, N. ]. 
This firm has produced line of closed 
circuit television which may be ap- 
plied in data handling systems, provid- 
ing instantaneous visual transmission 
of information. The equipment is not 
IDP. 

Eastman Kodak Co., 343 State St., 
Rochester 4, N. Y. The company has 
made, in collaboration with Addresso- 
graph-Multigraph, special-purpose elec- 
tronic data processing systems for mail- 
ing operations. Inputs are from 
punched cards with conversion to 
magnetic tape and printing out of ad 
dresses at rates to 45,000 per hour. 
Firm also manufactures Kodak Listo- 
matic Camera for reproduction of di- 
rectories and similar publications. 

ElectroData Div., Burroughs Corp., 
717 N. Lake Ave., Pasadena 6, Calif. 
ElectroData’s Datatron computer is de- 
scribed in the Burroughs listing. 

Electronic Associates, Inc., Princeton 
Computation Center, Long Branch, 
N. |. Analog computers, designed 
primarily for scientific and engineering 
work. The Dataplotter takes data from 
punched cards or punched paper tapes 
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The stack of books and catalogs repre- 
sents, according to the manufacturer, 
about five minutes of recording time 
at a tape speed of 150 in. a second. 
Tape handler shown is the Ampex 
Model FR-300. 


and plots this information in continu- 
ous-line graphs. In this manner, data 
from electronic computers are put into 
graphic form. 

Electronics Corp. of America, 10 
Potter St., Cambridge 42, Mass. This 
company has produced a series of 
Magnehfiles, electronic units, desk-size, 
for maintaining perpetual inventory in- 
formation, with various inputs. Com- 
putation facilities also offered. 

Farrington Mfg. Co., 76 Atherton 
St., Boston 30. Special-purpose _ sys- 
tems, including Charge-Plate credit 
identification systems and Scandex, 
used in punching cards from inputs of 
printed numbers, scanned photoelec- 
trically. 

Ferranti Electric, Inc., 30 Rockefeller 
Plaza, New York 20. Company has 
presented High Speed Tape Readers, 
with speeds of 200 and 4oo characters 
per second, as code converters. Read- 
ing and control by photoelectric means. 
Two electronic computers also have 
been manufactured, 

Fisher & Porter Co., Hatboro, Pa. 
Firm makes automation for industrial 
application, a line of data reduction 
equipment used for readout from 
manufacturing processes. 

Wm. A. Force Co., Inc., 220 Nichols 
Ave., Brooklyn 8, N. Y. A numbering 
machine for electronic data processing 
prints dots, dashes or specially shaped 
figures instead of conventional num- 
erals. Code markings, representing 
serial numbers, are printed on docu- 
ments like checks, order forms, and 
other commercial papers processed by 
electronic scanning. A Convex 5- 
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Channel Tape Coder is used on rotary 
printing presses to print dots corre- 
sponding to consecutive serial numbers, 
simulating 5-channel tape. The codes 
are intended for use as inputs to IDP 
systems. 

Friden Calculating Machine Co., 
Inc., 2350 Washington Ave., San 
Leandro, Calif. Company manufac- 
tures 4 models of the Selectadata, for 
use with IDP machines. It is a 
punched tape apparatus for integrated 
data processing systems and has a selec- 
tive tape reader of electro-mechanical 
design. In certain models a Manual 
Data Selector is provided. Teledata is 
a tape transmitter-receiver for 5-, 6-, 7-, 
and 8-channel tape transmissions, and 
is for use at the ends of communication 
channels to transmit coded information 
contained in punched tape to a receiv- 
ing location where it is repunched into 
an identical tape. Friden also makes 
the Flexowriter, Solenoid Input Add- 
ing Machine (Model ABS), Solenoid 
Input Printer (Model PRS) Adding 
Machine with Electrical Output (Model 
AAEO), Adding Machine with Elec- 
trical Output and Solenoid Input 
(Model AAEOS), Solenoid Input Add- 
Punch (Model PTS). The Friden 
Add-Punch is an adaptation of a 1o0- 
key adding machine to punch paper 
tape simultaneously with conventional 
listing on adding machine. The Model 
C Computyper is an automatic billing 
machine. Model B Computyper 1s 
operated by typist, takes price and 
quantity inputs from keyboard, print- 
ing complete bill automatically. 

General Electric Co., Schenectady, 
N. Y. Firm has been developing spe- 
cialized data processing equipment, 
some to handle bank bookkeeping, and 
components for National Cash Regis- 
ter 304 computer. 

Haloid Xerox, Inc., 2-20 Haloid St., 
Rochester 3, N. Y. Company makes 
“print-out” systems including the SC- 
5000, which can print at rate of 10,000 
characters per second, using the xero- 
graphic ‘ process, a dry, electrostatic 
means of forming image from on-line 
signals, from magnetic tape or from 
light transmissions. Also XeroX Copy- 
flo Continuous Printers which, from 
original documents or microfilm, pro- 
duce at rate of 20 feet of print per 
minute an 8, x 11 in. print in less 
than 3 seconds. 

Intelligent Machines Research Corp., 


7019 Edsall Rd., Alexandria, Va. Firm 
produces equipment which _ reads 
printed characters, both alphabetic and 
numeric. Line of analyzing readers reads 
information and punch cards at rates 
from 100 to 180 a minute, and can per- 
forate tape at speeds to 60 characters 
per second. For character sending 
operations, IMR Selfchek Type uses a 
common language, for both human 
beings and machines. The language 
is self-checking in numeric characters, 
The company also manufactures char- 
acter sensing equipment used in Far- 
rington’s Scandex system for oil com- 
pany accounts receivable. IMR Bal- 
ance Attachment is used to provide 
intercoupling between adding machines 
and card punches. Using it, adding 
machines can be made to punch IBM 
cards. Price is about $1,500. IMR Char- 
acter sensing EYE, using optical scan- 
ning and digital logic, “recognizes” 
typed and machine-printed characters 
from business documents. The recog- 
nized characters are then punched in 
tabulating cards, perforated in paper, 
tape, or recorded on magnetic tape. 
International Business — Machines 
Corp., 590 Madison Ave., New York 
22. Firm produces a series of data 
processing systems in various capacities 
and sizes including, Small Data Proc- 
essing Systems: 604 Electronic Cal- 
culating Punch, electronic computer for 
general-purpose computation. $550 
monthly rental price, $25,900 selling 
price; 607 Electronic Calculator, elec- 
tronic computer for general-purpose 
computation; $800-$950 monthly rental 
price. $37,500-$42,000 _ selling _ price; 
608 Transistor Calculator, electronic 
computer for general purpose compv- 
tation, no tubes. $2,250 
monthly rental price, $118,goo selling 
price. All 3 machines use punched 
card input and output. Medium-sized 
Data Processing Systems: 650 Data 


vacuum 


Processing System, for general-purpose 
computation. —_ Basic 
punched card input and output, and is 
available with magnetic tape input and 
output and with magnetic disk storage 
as in firm’s 650 Ramac. $3,750 to over 
$17,000 monthly rental price, $182,400 
to over $850,000 selling price. 39% 
Ramac, data processing system for “i 
line” processing of general accounting 
data, uses punched card input, card, 
printer, and typewriter output. Mag: 
netic disk “memory” can store 5,000; 
ooo characters of business information. 
$3,200 monthly rental price, $189,95° 


system uses 
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Reducing manual effort . . . instantaneous “‘delivery” 
service . . . automatic editing. These are some of the 
step-savers Teletype equipment brings to your oper- 
ations—to enable you to handle more work, without 
additional workers. 


Example—less manual input. All permanent in- 
formation about customers, vendors, products—can 
be stored in Teletype punched tape (with typing on 
the tape for easy and exact identification of contents). 
This saves endless hours of repetitive typing and 
checking—gives a bonus of improved accuracy. Only 
variable data (quantity, delivery date, price, etc.) 
need be manually typed—the tape does the rest. 


Example—instantaneous “delivery.” As your sales 
office prepares copies of an order for its own use, 
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Teletype units increase work output 


Teletype equipment can “‘deliver’’ the order to appro- 
priate plants and departments— instantaneously, with- 
out extra work. And there’s no need to wait for 
confirmations—with printed communications. 


Example—automatic editing. Built-in ‘‘robot 
brain” facilities of Teletype Model 28 equipment en- 
able you to selectively edit information being sent to 
various receiving points. For instance, when Purchas- 
ing sends order information to Tabulating and Receiv- 
ing Departments—the “‘robot brain” can omit prices 
from the Receiving Department copy, automatically. 

And now the newest Teletype unit, the Model 28 
ASR set, brings you even greater efficiency—with 
typing, tape punching, tape receiving and transmission 
facilities in a single, compact console. Write for free 
descriptive booklet today. 


COMPANY 


C ~ i Rad uy : ADDRESS 


ZONE STATE 


q 
sussioiany or Western Electric Company we. nan 


E T Y P |: ee ee ee ee 7 
| TELETYPE CORPORATION | 
| Dept. 31 G, 4100 Fullerton Avenue, Chicago 39, Illinois | 

E | Please send the free booklet on the Model 28 ASR. | 
| NAME | 

I | 
I | 
| 
J 
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Service and demonstration centers are proving of immense benefit to those 


companies seeking information on the installation or operation of IDP equip- 
ment. Shown above is the IDP Workshop, conducted by Standard Register Co. 


selling price. Large Scale Data 
Processing Systems: 704 Data Process- 
ing System composed of interconnected 
units, designed primarily for scientific 
computation, with punched card and 
magnetic tape input. Punched card, 
magnetic tape, printer, and Cathode 
Ray Tube Recorder output. Monthly 
rental $44,000 and up, selling price 
$1,994,000 and up. 705 Data Process- 
ing System composed of interconnected 
units designed primarily for business 
calculations. Punched card and mag- 
netic tape input. Punched card, mag- 
netic tape, and printer input. $38,500 
and up monthly rental price, $1,713,- 
ooo and up, selling price. 705-III Data 
Processing System composed of inter- 
connected units, similar to earlier 705 
systems, but faster and more versatile, 
according to the manufacturer, de- 
signed primarily for business computa- 
tions. Punched card and magnetic 
tape input. Punched card, magnetic 
tape, and printer output. Monthly 
rental is $35,000 and up, selling price 
is $1,925,000 and up. 709 Data Proc- 
esssing System, high-speed data process- 
ing system composed of interconnected 
units for both business and _ scientific 
problems; $55,200 and up, monthly 
rental, $2,630,000 and up, selling price. 

A complete line of punched card 
machines including card punches, 
sorters, accounting machines, collators, 
proof machines, interpreters, and others 
is produced. IBM punched cards are 
utilized as common language. Punched 
Tape to Punched Card Conversion 
Equipment: 46 Tape to Card Punch 
reads alphabetic or numeric informa- 
tion from punched paper tape and 
converts it to IBM punched cards. 
Model 1 reads 5 and 8-channel tape, 
Model 2 reads 8-channel tape only. 
Monthly rental price—Model 1—$140, 
Model 2—$135; selling price—Model 
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1—$6,300, Model 2—$6,050. 47 Tape 
to Card Printing Punch reads alpha- 
betic or numeric information from 
punched paper tape, producing IBM 
punched cards. Information may be 
printed along top of card. Model 1 
reads 5 and 8-channel tape. Model 2 
reads 8-channel tape only. Monthly 
rental price—Model 1—$160, Model 
2—$155; selling price—Model 1— 
$7,200, Model 2—$6,950. Punched 
Card to Punched Tape Conversion 
Equipment: 63 Card-Controlled Tape 
Punch reads alphabetical and numer- 
ical information in IBM _ punched 
cards and records information in form 
of perforations in 5-channel telegraphic 
tape. $75 monthly rental price, $3,600 
selling price. 

Data Transmission E q ui pment: 
Data Transceiver-Model 65 reads in- 
formation in IBM punched cards and 
transmits it over leased line telephone 
or telegraphic circuits to a second 
Transceiver which simultaneously du- 
plicates the original cards. The ma- 
chine automatically perpetuates data 
in IBM punched cards. Monthly 
rental price $175, selling price $8,100. 
Printing Data Transceiver-Model 66 
reads information in IBM_ punched 
cards and transmits it over leased line 
telephone or telegraph circuits to a 
second Transceiver which simultane- 
ously duplicates original cards. Infor- 
mation punched may be printed along 
top of card. Data is automatically per- 
petuated. Monthly rental $195, selling 
price $9,500. Automatic Document 
Preparation Equipment: 858 Carda- 
type Accounting Machine types on 
document either from information 
punched in IBM cards, keyed into 
Auxiliary Keyboard, or from manual 
operation of typewriter. With optional 
units, machine can add, subtract, and 
multiply, type additional or different 
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forms, and punch output in either paper 
tape or card. Monthly rental price $225, 
525, selling price $12,000-27,400. Mer. 
chandise Tags to Punched Cards Con. 
version Equipment: 549 Ticket Con. 
verter converts punched tickets int 
IBM cards, or can be used as an auto. 
matic gang punch. Can be attached w 
IBM 402, 403, 407, 416, and 419 Ac 
counting Machines for summary 
punching of balance or total cards. 
Monthly rental price $250, selling price 
$12,500. 

Typewriters with By-produa 
Punching Equipment: 824 and 826 
Typewriter Card Punches prepare IBM 
punched cards for accounting use as 
automatic by-product of typewriting 
operations, and consist of IBM electric 
typewriter and printing (826) or non- 
printing (824) card punch. Monthly 
rental prices from $95-$145, selling 
prices from $3,700-$7,400. 884 Type. 
writer Tape Punch creates 8-channel 
paper tape simultaneously with type 
writing operation. Tape punch unit 
can be controlled for coding into tape 
of all parts of information being typed. 
Monthly rental price $75, selling price 
$3,750. All prices quoted are exclusive 
of tax. 

International Standard Trading 
Corp., 22 Thames St., New York. 
Firm has made communications equip- 
ment in a wide range, and is an aft 
liate of the International Telephone & 
Telegraph Corp. Included are 2 
variety of typewriter models and tt 
lated equipment, for many IDP func 
tions. 

International Telephone & Tele 
graph Corp., 67 Broad St., New York, 
N. Y. Communications facilities. See 
listing above for International Stand- 
ard Trading Corp. 

The Jacobs Instrument Co., Bethesda 
14, Md. While information on current 
activities was not available at pres 
time, Jacobs has made electronic digi 
tal computing equipment. 

A. Kimball Co., 444 Fourth Ave. 
New York 16. Company manufac 
tures the “75” Punch Print Machine 
for encoding as many as 29 columss 
of punched and printed data into 
tickets and tags to serve as automatt 
input for punched cards and punched 
paper tape, and as input for integrated 
data processing systems. — Machine 
rental is $75-$85 a month. Kimbal 
Portable Punch is slide-set and is used 
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for encoding 12 additional columns of 
variable data in the Kimball Punch 
Print Ticket. Portable. Tag Reader 
automatically transfers machine lan- 
guage data stored in Kimball Punched 
Marked Tag to punched paper tape, 
while tag is attached to item. 

Kleinschmidt Laboratories, Inc., 
County Line Rd., Deerfield, Ill. The 
company produces a line of teletype- 
writing equipment for use in com- 
munications. The TT-195 High-Speed 
Typing Reperforator punches and 
prints on paper tape at the rate of 750 
words per minute, or 75 characters per 
second. It is used for receiving coded 
communications. The firm’s line in- 
cludes teleprinters, transmitting units, 
typing perforators, and accessory 
switching and selecting equipment. 

Laboratory for Electronics, Inc., 75 
Pitts St., Boston 14: Firm has made 
large-scale general-purpose electronic 
data processing system for both in- 
line and off-line data processing in ap- 
plications such as inventory control, 
payroll, production control, and so on. 
The equipment is designed for random 
access work, and magnetic drum stor- 
age is used. 

Librascope, Inc., 1607 Flower St., 
Glendale 1, Calif. Company has man- 
ufactured a small electronic computer, 
distributed by Royal Precision Corp. 
See listing under that company. 

Litton Industries, 336 N. Foothill 
Rd., Beverly Hills, Calif. This com- 
pany has made small electronic calcu- 
lators and other equipment. 

Monrobot Laboratory, Monroe Cal- 
culating Machine Co., Morris Plains, 
N. J. Firm has produced medium- 
size electronic data processing systems. 

Monroe Calculating Machine Co., 
555 Mitchell St., Orange N. ]. Firm 
has presented a line of adding and 
data processing accounting machines, 
some of which have been adapted to 


punch paper tape with codes of 5, 6, 7, 


or 8 channels for subsequent entry into 
IDP systems. Some of the machines 
can operate a card punch directly. 
Monrobot IX is a desk-size electronic 
computer used for application of auto- 
matic invoicing and other accounting 
*perations. Price, about $7,500; equip- 
ment may be rented. 

The National Cash Register Co., 
Main & K Sts., Dayton 9, Ohio. Firm 
offers IDP equipment of various types. 
Model 38-M accounting machine com- 
bines multiplying and bookkeeping on 
such jobs as payroll calculating with 
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ceivable, and inventory control. For 
payroll and inventory control and 
similar jobs, punched paper tape re- 
corder may be linked to machine to 
produce data for analysis by electronic 
or other automatic means. Machine 
has standard keyboard and _ prints 
whatever it multiplies. Sales-Tronic 
system uses sales register, media reader 
which deciphers pre-punched price 
tags, customers’ and clerks’ tokens, and 
a paper tape recorder which takes in- 
puts from the tags and tokens and 
punches a paper tape for later auto- 
matic processing. Completely-transis- 
torized 304 electronic data processing 
system, a general purpose system, 
uses an electronic computer, magnetic 
tape memory units, media converters, 
and high-speed input and output 
equipment. Post-Tronic equipment 
reads magnetic codes on paper docu- 
ments, and is currently used largely 
for bank accounting functions. 

Potter Instrument Co., 115 Cutter 
Mill Rd., Great Neck, N. Y. Firm 
has manufactured components for use 
in IDP systems, including high-speed 
printers taking inputs from magnetic 
tape, punched paper tape, and directly 
from computer systems; random ac- 
cess memory units; magnetic tape 
handling equipment; and punched tape 
readers. Current information not avail- 
able at press time. 

Radio Corp. of America, Front & 
Cooper Sts., Camden, N. ]. Firm has 
manufactured large-scale _ electronic 
computers of Bizmac line, at least one 
of which is in the 4 million dollar 
class. Inputs include punched cards, 
punched tape, keyboards, and so on. 
A variety of outputs is available. One 
machine is an electronic printer capa- 
ble of exceptionally high output speeds, 
it is reported. 

]. B. Rea Co., 1723 Cloverfield Bivd., 
Santa Monica, Calif. Company has 
made a line of Readix electronic com- 
puters in the small- to medium-size 
class, for general purpose use. Readix 
Dual Computer uses punched cards 
and magnetic tape, is a completely 
decimal computer, and is equipped to 
handle both research and development 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
page 80. 
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payroll, sales analyses, labor distribu- 
tion problems, and so on. 

Remington Rand, Div. of Sperry 
Rand Corp., 315 Fourth Ave., New 
York 10. This company has _ intro- 
duced an electronic punched tape type- 
writer, a development of the common 
language concept, which automatically 
creates and reads paper tape that acti- 
vates other equipment and wire com- 
munications systems. When used as 
an ordinary electric typewriter in pre- 
paring source documents, it automa- 
tically translates everything or selected 
data the typist writes into a punched 
tape for subsequent automatic process- 
ing; when fed the punched tape pre- 
pared by it or other machines, it auto- 
matically reads and types out informa- 
tion at the rate of 120 words a minute. 
The machine is available in 3 different 
models: a tape punching unit, a tape 
reading unit, and a unit that combines 
both operations of punching and read- 
ing. Carborundum Co., manufactur- 
er of abrasives and refractory products, 
has produced a “total systems” ap- 
proach to electronic data processing, 
which, according to the firm’s presi- 
dent, General Clinton F. Robinson, em- 
bodies complete automation of all basic 
paper work procedures of the company 
beginning with customer orders. This 
Univac Data Processing System in use 
at Carborundum employs 5 basic parts: 
information translator; information 
feeders, the “brain” or “memory” sys- 
tem; printers; supervisory control cen- 
ter; and also 2 others: Flexowriters, 
and a communications network which 
links the field locations, and plants in 
the United States with the Univac 
Computer Center in Niagra Falls, 
N. Y. 

The firm presents a wide line of 
electronic computers and punched card 
equipment. Univac II is the newest in 
a line of digital electronic computers, 
with magnetic core storage. Accessory 
equipment includes Uniservo units, 
reading from and writing on metal 
magnetic tapes; high-speed printers; 
punched - card - to - magnetic - tape and 
magnetic-tape-to-punched-card_ convert- 
ers; Unitypers for typing directly on 
magnetic tape, and other equipment. 
Univac 120 and Univac 60 are smaller 
computers using punched card inputs, 
with particular adaptability to such 
operations as billing, production con- 
trol, statistical work, scientific and 
engineering problems. Univac File- 
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Computer, a medium-size system, fea- 
tures random access and is intended 
for business operations of the “in-line” 
type. Large Univac systems are also 
produced, designed primarily for 
scientific and engineering work. Other 
equipment includes paper-tape punch- 
ing typewriters, punched  card-to- 
punched-tape and _ punched-tape-to- 
punched-card converters, high-speed 
printers, Point O’Sale Recorders for 
reading pre-punched merchandise tags 
and converting data into punched tape, 
and magnetic tape storage facilities in 
mobile trucks. 

The company also manufactures an 
extensive line of punched card equip- 
ment, including punches, reproducers, 
calculating punches, sorters, tabulators, 
and so on. 


Royal Precision Corp., Westchester 
Ave., Port Chester, N. Y. (Products 
marketed by Royal McBee Corp., at 
same address.) Firm manufactures 
the LGP-30, a desk-size single-address, 
fixed point, binary, stored program 
electronic computer with particular ap- 
plication to engineering and scientific 
problems. Magnetic drum is used for 
memory. Unit is mobile and accepts 
information from punched tape with 4, 
5, or 6 channels: Size permits unit to 
operate on standard 115-volt power 
supply. It may be leased for $1,100 a 
month, The computer is manufactured 
by Librascope, Inc., a subsidiary of 
General Precision Equipment Corp. 
The new Keysort Tabulating Punch 
simultaneously code-punches quanti- 
ties in body of Keysort cards, accumu- 
lates in machine and prints detail 
tape. Tape totaling capacity is 11 
digits. 

Seriptomatic, Inc., 300-16 N. 11th 
St., Philadelphia 7. This firm produces 
the ro1-S addressing machine, which 
is equipped for reading either IBM or 
Remington Rand punched card fields. 
This means that the equipment can be 
programmed to selectively print, sort or 
count, based on the same fields of 
holes used by the punched card ma- 
chines. Also manufactured is a full 
line of data writing and addressing 
equipment which print from punched 
cards, ledger cards and many other 
types of card medium. Prices range 
from $5600 to $15,000. Rental avail- 
able in certain areas. 

Shepard Laboratories, Inc., Broad 
St., at Park Ave., Summit, N. ]. Firm 
manufacturers an Electronic High- 
Speed Typer operating on the rotary 
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principle, which has type-wheels that 
spin continuously and in unison at 
600, goo or 1200 rpm. There is no 
interference between _ reciprocating 
parts, according to the manufacturer, 
and typing rate is 600 to goo lines per 
minute. The Electronic Typer is part 
of the company’s Electronic High- 
Speed Output System, which includes 
the Servo Transport Digital Tape 
Reader, Electronic Decoder, and Elec- 
tronic Firing Group. The Electronic 
High-Speed Typers are in use as the 
output facility for RCA Bizmac Elec- 
tronic Computers, the U. S. Navy, 
U. S. Army and other large organiza- 
tions. Electronic Typer with Firing 
Group is priced at $36,100; the Digital 
Tape reader is priced at $14,000. Both 
prices are f.o.b. No rental provisions 
are offered. 

Soroban Engineering, Inc., Box 1717, 
Melbourne, Fla. Company makes line 
of IDP components including tape 
readers for reading 1 or 2 perforated 
paper tapes. High-speed punches to 
perforate paper tapes with codes of 5, 
6, 7, or 8 channels at rates to 240 code 
groups per second are also available. 
The firm produces verifying punches 
to verify data in punched paper tape; 
coding keyboard is used to compare 
re-entry of data with data in tape. 
Comparators to compare and detect 
discrepancies between 2 tapes intended 
to be identical are made by this com- 
pany. 

The Standard Register Co., Camp- 
bell & Albany Sts., Dayton 1, Ohio. 
Firm produces Stanomatic equipment 
which is designed to read magnetic 
codes on printed documents and con- 
vert information into a number of 
different common languages as _re- 
quired. Codes in 5, 6, 7, or 8 chan- 
nels are pre-printed by special type- 
writers, registers, bookkeeping ma- 
chines, imprinters, or at the factory 
when the forms are printed. Ink or 
carbon is read electronically in the ma- 
chine. Outputs may be punched cards, 
magneti¢ tape, or punched paper tape, 
in codes with from 5 to 8 channels. 


Next Month: 


Adding and calculating 
machines; bookkeeping 
and accounting ma- 
chines, systems and 
equipment 


i ae 


Stanomatic may be used for utility 
billing, insurance company premium 
collections, chain store operations of 
inventory control, cash balances, proc. 
essing retail credit sales by oil com. 
panies, and so on. 

Stanford Research Institute, Menl 
Park, Calif. Not a manufacturer, the 
Institute carries on research and de. 
velopment of high-speed electronic com. 
puting systems with special attention 
given to new components such a 
transistors, for use in small electronic 
systems. Much of the cost of housing 
bulky tube circuits, as well as most of 
the air conditioning and cooling ex 
pense, is eliminated by such develop. 
ments as transistors and other inno. 
vations which reduce size and other 


factors of systems. Now in develop] 


ment, in SRI’s Engineering Division 
is a prototype TV office duplicator. 

Stewart-Warner Electronics, 1300 N. 
Kostner Ave., Chicago 51. Firm has 
produced the S-W Electronic Data 
Processing Unit, a small digital com 
puter, desk-size, using standard elec. 
trical power sources. Equipment i 
designed for business applications such 
as sales analysis, inventory control, bill 
ing, order processing, etc. Datafax als 
has been made. It is facsimile equip 
ment used for transmission of data over 
telephone circuits. 

Stromberg-Carlson, Div. of Genera 
Dynamics Corp., Rochester 3, N. ¥. 
This firm produces a new _ printout 
system, the SC 5000 which, according 
to the manufacturer, is the “world 
fastest” in its field. It is to be used in 
conjunction with electronic processing 
and printing of computer data, and i 
composed of the Charactron Shapet 
Beam Tube made by Stromberg-Cat! 
son, and the Haloid Company's Xero! 
Copyflo printer. The machine wi 
print the output of electronic computet 
at 4,680 lines per minute, it was at 
nounced by both companies. A_ nei 
loudspeaking intercommunication sj° 
tem, transistorized for compactness ane 
quiet operation is made by the Strom: 
berg organization, named the Com 
municator. It is to be used for office 
intercommunications. Power consump 
tion is about equal to that of an electri 
clock. 

Systematics, Inc., 60 E. 42nd 5: 
New York 17. Firm is making 5 
channel alphanumeric tape-to-card co" 
verter, as well as an 8-channel com 
verter. The new 5-channel alphas 
meric converter will handle the ent 


OFFICE MANAGEMEN 


ULY 


a - 
cae 
= = Lae 
< a 
a 
io ae : 
> 
Paty ts 
ae aa _ 
ae 4 
Ty 
ae 
ak ; 
“a , 
Ee 
a 
cera 
ree 
ape waa) 
a 
oF ot 
eee 
i 
Desi 
ie. 
oe 
— 
: ry 
Bin 
ee § 
lie 
i 
Te 
ty i 
os ea 
* sagt 
We 
oie 
me ay. 2 
re 
sae 
~~ * 
, . 
ay 
ae 
ae 
. : 
Wor 
2 = S| 
a ae 
PEO. : ? 
re CS tae a : “ - 
ue crak. vets oi Pe : =* ir % = a. 7 es ie a Begs ae a y a oe ° aw = are: 
, ee ae ae Py, a = 2 Seeee:6—lUflUS 


tility 
nium 
IS of 
proc- 
com- 


lenlo 
> the 
1 de. 
com- 
ntion 
h as 
ronic 
using 
ost of 
z ex 
velop- 


inno- |: 


other 


velop: | 


Vision 
or. 
oo N. 
n has 
Data 
com: 
elec. 
nt 15 
s such 
1, bill. 
ix_also 
equip: 
a over 


reneral 
Pe 
int-out 
ording 
vorld’ 
sed in 
cessing 
and i 
Shaped 
gLat!: 
Xeroi 
e wil 
yputers 
yas all 
A new 
mn sys 
ess anc 
Strom: 
Com 
r office 
nsump 
electri 


nd St. 
cing 5 
rd cot 
el con 
|phanu 


e entitt 


EMEN! 


Management men: 


Before you dismiss “office automation” 


as too costly and complex...read this! 


Today, automation in the office is the 
subject of hot debate. To many company 
executives it means a mass of compli- 
cated machinery and the highly-trained 
personnel to run it. To others, it signifies 
excessive training and indoctrination, an 
inordinate outlay of cash, an end to time- 
tested methods of operation. 


Yet most management men agree that 
in today’s increasingly competitive busi- 
ness situation they need the faster, more 
accurate reports that office automation 
can deliver — up-to-the-minute reports 
on labor, production, costs, inventory. 
But, they ask, how do we get them with- 
out extravagant confusion and cost? 


The answer is with Keysort machines 
and punched cards. 


Why Keysort? Because Keysort, alone, 
is reducing the cost and complexities of 
modern office automation with a highly- 
flexible system that fits easily into almost 
every possible operational set-up. 


Result: Keysort is today cutting auto- 


mation down to size. 


So simple are Keysort procedures thav 
your entire system comprises only three 
unique tools. Basic data on Keysort 
punched cards is mechanically created 
with Keysort Data Punch for fast, easy 
classification and sorting. Complete and 
automatic processing is provided by Key- 
sort Tabulating Punch which punches, 
adds and totals quantities and amounts. 


Keysort machines and punched cards to- 
day offer you the simplest means of insti- 
tuting the practical modern office auto- 
mation which can speed to vour desk the 
on-time reports you need for complete 
control of your business and _ profits. 
With little or no change in your existing 
methods. Without the need for special- 
ized personnel. And at remarkably low 
cost. 


The nearby Royal McBee man can show 
you how it’s done. Phone him, or write us. 


VMCBEE KEYSORT. 


PUNCHED-CARD CONTROLS FOR ANY BUSINESS 
ROVAL MCBEE Corporation enisis te tcass compare. ie, tersnters 


in Canaga: The McBee Company, Ltd., Toronto16 


Use Readers’ Inquiry coupon on Page 80 
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alphabet and all numbers, as well as 
special codes. A wide line of Inter- 
couplers is also in production, includ- 
ing features to interconnect standard 
business machines with card punches, 
tape punches, or other equipment for 
transferring data from the business 
machine to a common language 
medium. The 5-channel alphanumeric 
converter is priced at $3,200; 8-and 5- 
channel converters are priced at $2,450. 
Model N 525 Input device for attach- 
ment to the NCR Class 31 Series 
accounting machines has recently been 
developed. Depending upon the com- 
bination desired, Systematics punched 
card intercouplers range in price from 
$1,850 to $3,450. Punched tape inter- 
couplers from $2,500 to $3,600. Their 
input devices, read by cards, range 
from $2,000 to $3,600; if read by 
punched tape, from $2,600 to $4,250. 

Technitrol Engineering Co., 1952 E. 
Allegheny Ave., Philadelphia 34. Firm 
has produced custom-built digital data 
handling equipment, and components 
from which electronic computer sys- 
tems can be assembled. Included are 
the basic units of the data handling 
system itself and the accessory units 
such as power supply, cabinets, etc. 

Telecomputing Corp., 12838 Saticoy 
St., North Hollywood, Calif. Com- 
pany has manufactured the Point O’ 
Sale Recorder for reading pre-punched 
merchandise tags and _ producing 
punched paper tape carrying the in- 
formation coded in the tags, plus addi- 
tional data entered manually by key- 
board as necessary. Tape is then avail- 
able for automatic processing in other 
IDP equipment. Marketed by Reming- 
ton Rand. 

The Teleregister Corp., 445 Fairfield 
Ave., Stamford, Conn. Company has 
made specialized equipment, including 
passenger inventory control systems 
used by transportation companies to 
keep track of reservations made and 
remaining space. New reservations 
when made are automatically taken 
into account to keep space status up 
to date. Equipment is used in network 
systems, with information records 
maintained centrally. 

Teletype Corp., 1400 Wrightwood 
Ave., Chicago 14. Firm has offered 
extensive line of communications equip- 
ment, such as page printers, tape per- 
forators, transmitter distributors, typ- 
ing perforators, message relay equip- 
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ment, and other IDP facilities. Some 
page printers, transmitter distributors, 
and perforators operate on 6-unit code. 

Typatape, Inc., 60 E. 42nd St., New 
York 17. Company has developed 
method of recording data in common 
language form by means of mechanical 
attaci:ments to standard business ma- 
chines. It prints a 4-channel numeri- 
cal code on paper tape 4-in. wide, as 
a by-product of normal machine use. 
Tape is fed into a photoelectric scan- 
ning converter. Recorder is priced at 
$900; converter is priced at $5,000. 

Underwood Corp., 1 Park Ave., 
New York 16. Dataflo, an integrated 
processing system based on “building 
block” concept of merged  electro- 
mechanical equipment produces a con- 
tinuous chain of business communica- 
tions as a swift by-product of any orig- 
inal typewritten record. The Master- 
typer unit, a standard electric type- 
writer with 4 bank keyboard and auto- 
matic finger-letter code, prepares orig- 
inal business documents such as in- 
voices, waybills, etc. Data can be en- 
tered from punched paper tape as well 
as manually. The Elecom is a small 
digital electronic computer and account- 
ing machine priced at about $30,000, 
with a magnetic disc storage unit. 
Printed output is provided by 1 or 2 
accounting machine carriages. One or 
2 paper tapes may be used for input, 
and output may be directed to 1 or 2 
such tapes. Machine is designed for 
business applications. 

Victor Adding Machine Co., 3900 N. 
Rockwell St., Chicago 18. Custom line 
adding machines are equipped to 
punch paper tape in 5-, 6-, 7-. or 8- 
channel codes. The machines are used 
to create common language tapes at 
the first machine writing of informa- 
tion. Tape is produced as automatic 
by-product of normal adding machine 
function. Accuracy is also automatically 
verified. Equipment so far installed 
ranges in price from $900 to $1,200. 
The Digit-Matic is a digital printer 
which can list or list and perform 
arithmetical functions, reading un- 
coded decimals with inputs from com- 
mon language codes through trans- 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 80. 


lating units, and can print at speeds 
up to 3 ro-digit lines per second. It ! 
may be used as an output from auto. 
matic systems. Victor Punched Tape 
Analysis System consists of a Duo 
Matic cash register, which automatic. 
ally reproduces a punched paper tape 
as a by-product of ringing up a sale on 
the cash register, and an Analysis Unit, 
which reads this tape. 

The Western Union Telegraph Co,, 
60 Hudson St., New York 13. Com- 
pany has produced IDP facilities which 
include nationwide network of trans- 
mission lines, and wide range of com- 
munications devices, such as sending 
and receiving page teleprinters, tape 
perforators for punching paper tape, 
switching center equipment, automatic 
numbering machines, sorting equip- 
ment, and facsimile equipment. Type 
1g sets are also made by this firm to 
record information in punched tape 
and transmit it. 


Accessories and Services 


American Lithofold Corp., 53 W. 
Jackson Blud., Chicago 4. Electronic 
Check has pre-punched tab card checks, 
on continuous marginal punched 
forms, with a side-stub perforation, 
mounted on part 2 of the form, for 
use with tabulators, Teletypers, and 
other equipment. Pocket Form for 
IDP tapes carries tapes in built-in 
pocket on back of form. Hand filing 
or fastening with clips or staples is 
unnecessary. Electronic Remitter in- 
corporates addressed envelope with ac- 
count number, name, address and 
amount of statement as an integral 
part of invoice or statement form. The 
return envelope stays with the state- 
ment until remitting customer makes 
payment. 

Cycle Equipment Co., 17480 Shel- 
burne Way, Los Gatos, Calif. Com- 
pany has manufactured line of Uni- 
versal Tape Minders and Standard 
Model Tape Minders for handling 
punched paper tape. The units are 
slave machines which start and stop 
automatically as tape is fed or as feed- 
ing ceases. Designed for communica- 
tions systems. 

Dresser Products, Inc., 152 Wheeler 
Ave., Providence 5, R. 1. Firm has pro 
duced a line of electric and manual 
folders, winders, and rewinders for 
punched tapes, and also for adding 
machine tapes. Also, various filing 
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AMERICA ALWAYS OUTPERFORMS ITS PROMISES 


We grow so fast our goals are exceeded soon after they are set! 


7 BIG REASONS FOR CONFIDENCE IN AMERICA’S FUTURE 


1. More People — Four million babies yearly. U. S. popula- 
tion has doubled in last 50 years! And our prosperity curve 
has always followed our population curve. 

2. More Jobs—Though employment in some areas has fallen 
off, there are 15 million more jobs than in 1939—and there 
will be 22 million more in 1975 than today. 

3. More Income—F amily income after taxes is at an all-time 
high of $5300—is expected to pass $7000 by 1975. 

4. More Production—U.S. production doubles every 20 
years. We will require millions more people to make. sell and 
distribute our products. 

5. More Savings —Individual savings are at highest level 
ever—$340 billion—a record amount available for spending. 


6. More Research — $10 billion spent each year will pay off 
in more jobs, better living. whole new industries. 

7. More Needs—In the next few years we will need more 
than $500 billion worth of schools, highways. homes. dura- 


ble equipment. Meeting these needs will create new oppor- 
tunities for everyone. 


C3 


SING © 


Add them up and you have the makings of an- 
other big upswing. Wise planners, builders and 
buyers will act now to get ready for it. 


— 


FREE! Send for this new 24-page illustrated 
booklet, “Your Great Future in a Growing wires 
America.” Every American should know these 

facts. Drop a post card today te: THE ADVER- 
TISING COUNCIL. Box 10, Midtown Station, 
New York 18, N. Y. 
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Growing America 
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Tools of the Office 


units for tapes, including file folders, 
binder pockets, etc. 

Monarch Metal Products, Inc., New 
Windsor, N. Y. Company has made 
line of accessories and filing equipment 
for punched cards, also series of stor- 
age cabinets and trays for storage of 
magnetic tape. Tape trucks have also 
been produced. 

Moore Business Forms, Inc., goo 
Buffalo Ave., Niagara Falls, N. Y- 
This firm makes Model 425 imprinter 
detacher for continuous forms or con- 
tinuous tabulating cards. It will im- 
print, slit-off margins and detach forms 
to be imprinted, remove margins, de- 
tach and stack forms in numerical se- 
quence. Offered is an extensive line 
of forms for use in Automated Data 
Processing systems, with research fa- 
cilities for the development of the 
forms required in such systems. Also, 
the Formaliner and Vertical Spacer, 
devices for handling forms. Decolla- 
tors and stands, imprinter-detachers, 
deleaving attachments, and other equip- 
ment are also available. 

The Standard Register Co., Camp- 
bell & Albany Sts., Dayton 1, Ohio. 
Company’s IDP Workshop is used for 
the design and testing of forms for use 
in IDP systems. The facilities are avail- 
able for research. It also offers forms 
for IDP, together with accessory equip- 
ment for the handling of forms. 

Systems Sales Co., 13 Broad St., 


Binghamton, N. Y. Company has pro- | 
duced line of storage equipment, sort- | 


ing stands and carts for use in hand- | 
ling and storing tabulating cards, and | 
for storing single, double, and triple 


control panels. Accessories for use 
with electronic computers. 

Tab Products Co., 57 Post St., San 
Francisco 4. Company has produced 


accessories for punched card systems | 


including files, card punch desks, 
tacks, card trucks, control panel stor- 
age equipment, and so on. A line of 
accessories for magnetic tape has also 


been made, including storage cabinets, | 


reel handling equipment, 
trucks, and special type equipment. 


Varco, Inc., 7902 S. Ashland Ave., | 


Chicago 20. Firm produces a bursting 
machine which separates continuous 


mobile 


tabulating cards, with a speed of 600 | 


cards per minute. The firm also makes 
business forms, deleavers, and other 
torms-handling equipment. 

(To page 62) 
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Write with anything 
—Verifax copies it! 


A VERIFAX COPIER REPRODUCES PEN, PENCIL 
AND CRAYON WRITING AS EASILY AS TYPED DATA 


copies. Gives you 5 dry and complete 


sm ABLE to copy everything on 
copies in 1 minute for just 24¢ each. 


every document is more than a 
convenience. Often, it’s a down- 
right necessity! What good is a copy 
of a contract which lacks the signa- 
tures? Or a copy of an accounting 
report which leaves out the figures? 

A Kodak Verifax Copier handles 
all the so-called toughies in stride— 
even those purplish spirit duplicator 


Something else that’s mighty im- 
portant in business: Your Verifax 
copies will last a lifetime— won't fade 
or darken. And theyre a snap to 
file, write on, put in binders . . . are 
not tissue-thin or glossy . . . feel like 
the letters and reports you handle 
every day. 


Biggest surprise of all is the low 


New! cost of a Verifax Copier. You can 
Verifax Bantam buy one—the Bantam—for just 
Copier $99.50—about half the cost of other 
$99.50 “low-cost” copiers. Mail coupon. Or 


check ** Yellow Pages” of phone book 
under “duplicating” or“ photocopy- 
ing’ machines for nearest Verifax 


Dealer. Price quoted is manufacturer's suggested 
price and subject to change without netice 


Yerifax Copying 


DOES MORE... COSTS LESS... 
MISSES NOTHING 


Light, capable, a pleasure to use. 
Buy them for every department—speed 
communications inside your company 
and out! 


seeeeew seers eee es s MAIL COUPON TODAY -+++*:° 


EASTMAN KODAK COMPANY, Business Photo Methods Division 
343 State Street, Rochester 4, N. Y. 
Gentlemen: Please send free copy of your new booklet, 
“Versatile Time-Saver for Busy Offices.” 
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Semi-annual Index 


January-June, 1958 
Association News 


AMA conference hears “progress reports’ on 
E.D.P. installations 


by Frederick Vogel April, 
NOMA announces ren for Chicago con- 

ference and business show. April, 
Chicago hosts NOMA conference....................May, 


Automation in the Office 


How to prepare an office for a computer in- 

stallation..._....... ..January, 
Basic steps in programming a : computer fora 

single operation 

by Ben Conway........... ..February, 
Spread of office automation slowed by ‘cautious 

business mood in 1957 

by Robert M. Smith. .. Yearbook, 
Operations research and its role in the office 

management picture 

by David B. Hertz............. .. Yearbook, 
Why small companies may need automation 

even more than larger concerns. 

by Robert M. Smith... af ine, 


Layout and Equipment 


1957 ‘Office of the Year’ Awards announced January, 
Publishing firm adds a modern touch to its 

50-year-old address... ..January, 
Don’t overlook older office buildings ‘when 

planning new office space.......-.---.--------------- January, 
Decor expresses organization personality in 

savings institution. 

i a, cara February, 
American Colortype places emphasis on “big 

office’ advantages 


by Frederick Voged......... eacseant oe March, 
“Office of the Year” awards, 1957 
by Frederick Vogel... .- Yearbook, 
Advertising agency promotes ‘itself, its clients 
in bright new offices... = April, 


Pfizer International opens new, modern 


ae ...May, 
Dramatic C. I. T. building adds impetus to 

office boom in New York 

by Frederick Vogel.................. ..June, 
Personnel 


How to schedule work loads for a “‘floating 
force” 


by Ralph Fairbanks and Jerome Hoffman..February, 


Our employees helped us halve our forms load 
by John P. Boxshus... February, 
What are the new trends in insurance, health 
protection for office workers? 
by Robert M. Smith... 
How to set up effective and equitable | promo- 
tion policies 
by Robley D. Stevens......_.... 
End to personnel shortage sighted « even if 
economy enters another boom 
by Edith Conner.__~......... ... Yearbook, 
Management development: ‘are we st ressing 
popes. over people? 
by Jack B. Collins... : Yearbook, 
How office managers rate job performance: a 
measurement guide. 
by Robley D. Stevens....... ....May, 
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Clerical personnel pool swelled by June high 
Ee June, 
Is your indoctrination of new personnel as 
scientific as their selection? 
by Raymond Dreyfack.................-----------+-+-- June, 


Special Features 
What's ahead for the office in 1958-review and 
forecast. 
by Robert M. Smith... . .. January, 
Sideutben bank proves mechanization can pay 
in small office 
by Frederick Vogel. ..........-....--------------. January, 
Employing the “‘art of command” in com- 
any communications. 
y Stanley H. Mansbridge... 
Long range planning is only effective when it, 
too, is planned 
op a | | ene oD ee January, 
Does your organization really welcome new 
ideas? 


...January, 


by G.R. Bell... ..February, 
The how, when and where of effective ‘pro- 

cedure audits 

iy Preees Gs. Prt. March, 
How one small office made its work measure- 

ment program work............ ......--. March, 


Let's not overlook the physical aspects of 
Communications techniques 
a SS EE nee April, 
Why clearly defined authority levels are 
basic to good organization structure. 
by Stanley H. Mansbridge.....................-.----- April, 
New survey suggests job tension is fault of 
im@ividual, not jOD. ances April, 
— audits-the safe way to cut clerical 


rae Ralph W. Fairbanks... May, 
How to plan and carry out an office moving 
assignment 


by Robert C. Montgomery. ...........-.-----------=-- May, 
U.S. World Trade Fair exhibits products of 43 
nations at New York's Coliseum...................May, 


How to make your reports clear, concise and 
effective 
by Maryland Manget.............-----------s-+-+----=- May, 
How to make organization charts effective 
and useful 
by Eugene}. Revolon..............<.-....:. May, 
Are methods men responsible for many of 
their own current troubles? 
by Charles Saunders-White and David R. 
Bywaters.............. Se 


Systems Reiien wa Methods 
How a functional file can aid in forms control 
gk Rae Senne January, 
How streamlining our order processing helped 
all our paperwork operations. 


by Matthew R. Parisi... ..February, 
Bank reduces account posting. ‘to “single 

operation 

by Frederick Vogel... ..March, 


Why can't we standardize forms for inter- 
company communications? 
cg | no ae eae March, 
Systems planning in a cost-cutting era; 
what it can and must do 
by Allen Y. Davis... e 
Let's protect profit by a a second look’ at 
paper processing costs. 


Eo, Sen nOr ean Yearbook, 


How we developed a records program to meet 
current and future needs. 
by Harry S. Hughes... April, 
How we upped invoice output i in less time 
with less help 


by W. E. Tullly............--------.-----c---e---eeooe May, 
How a change in purchase order forms sim- 
plified inventory control...............-------.-.------- June, 
Tools of the Office 
by Robert Beeman 


Wardrobes and lockers; storage equipment...January, 
Numbering machines, time recorders and 


Water Coolers... ...March, 
stamps, and check devices... nat February, 
‘Foowot re cfnce series... Yearbook, 


Air conditioners; fans and air circulators......April, 

Acoustical materials; floor coverings; over- 
head lighting equipment; movable parti- 
0 ERROR AERC NER nte ss May, 

Mailroom equipment; addressing equipment June, 


..Yearbook, 
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Before machines, performing these steps involved from five to ten people through the month 


design of these statements sometimes 
included space for computations to be 
entered when a separate statement was 
submitted for each settlement, in which 
case, using the old hand methods, 
clerks rubber-stamped the form and in- 
serted in the stamped space the figures 
computed on the desk machines. More 
often than not, however, the purchaser 
settled for many tracts with one check 
and listed the figures on the check stub, 
so that a separate form of—a “royalty 
statement”—had to be filled out. This 
form included space for insertion of 
Midwest’s tract number (which had to 
be looked up from a coding card file), 
intez-st percentage, farm name, date 
posted, period covered, the company’s 
share of barrels, gross value, production 
taxes, net value, from whom received, 
and their reference number. A_ sepa- 
rate statement form printed on stock 
of another color and with barrels list- 
ing omitted, was provided for gas 
royalties. If gas and oil purchases were 
included on the same statement for a 
property, Midwest always made a 
breakdown between the two at this 
point. 

After interest had been coded and 
calculated and the statements were 
complete, they would be hand-sorted 
to state, tract, lease and royalty, dis- 
trict, oil and gas. Then they would 
be posted to ledger cards on the book- 
keeping machines, recording the net 
production, gross value, production 
taxes and net value. A carbon tran- 
script of the postings served as an oil 
and gas sales summary. 

Performing these steps involved from 
five to ten people throughout the 
month. Five people were busy nearly 
full time with day-to-day calculations. 
During the peak period when receipts 
mounted, ten were frequently used. 
Just sorting the statements into the 
Various categories was a gigantic task 
and took two to three days. Virtually 
the entire accounting staff of the home 
office in Denver was called in to help 
complete this work so that a state- 
ment could be sent out on schedule. 
With Midwest’s small accounting staff 
it was a great handicap to have to take 
people from their own closing work 
at this time of the month. The job was 
not only time consuming; it was deadly 
in its monotony. The level of errors 
Was, as might be expected, relatively 
high. 
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Since mechanization, the repetitive 
tasks have been assigned to machines; 
and recurring information as well as 
commands which direct the calcula- 
tion of net percentages have been 
punched into a set of master cards. The 
pre-punched masters contain the infor- 
mation needed to convert gross to net 
figures. In addition to percentage of 
interest figures, they contain a pur- 
chaser reference number, his tract re- 
ference number, Midwest’s field num- 
ber, tract and subdivision number 
which identifies type of interest (lease 
or royalty), state, and district. The 
company prepares separate master 
cards for oil and gas production. 


Detail cards punched 


As checks are received, statements 
are stamped with the date received, re- 
mittance number, and amount received. 
After running tapes to balance the 
checks with the amounts inserted on 
the statements, the bundles are turned 
over to the key punch operator, who 
produces a detail card for each settle- 
ment by punching the purchaser refer- 
ence number, purchaser’s tract refer- 
ence number or name if he uses no 
number system, the period covered, re- 
mittance number, the 100 percent pro- 
duction figures, 100 percent value, and 
100 percent production taxes. 


Then a trailer card is key punched 
with the purchaser’s number, date re- 
ceived, remittance number, and _ total 
amount received for each check. This 
trailer card is the last card of the group 
and has a designating punch so that it 
can be subtracted from the net amounts 
which are calculated on the detail cards 
for each remittance. 


After the key punching operation 
has been completed, the cards are sort- 
ed by the purchaser reference number, 
then by the purchaser’s tract reference 
number or name, and then divided into 
oil and gas cards. Trailer cards are 
dropped out and the detail cards are 
match-merged with the set of master 
cards. 

After the master and detail cards 
have been collated, they are run 
through the 602A Calculator, which 
reads off the information as to lease, 
royalty, field, our tract number and 
subdivision, and cuts this information 
into the detail cards. At the same time, 
it takes the net interest percentage 
from the master card and multiplies 


the 100 percent volume, tax, and value 
figures. The computer punches the 
resulting net figures into the right- 
hand side of the detail card, flips out 
the detail and master cards, and sets up 
the next problem. 

The cards are then sorted back to re- 
mittance number and day received. The 
master cards having been ejected, the 
trailer cards are collated with the deck, 
falling into place at the end of each 
group of cards making up the remit- 
tance. 

The cards are now ready for the 
daily sales run on the 402 Tabulating 
machine. All the information in the de- 
tail cards is listed on this run, and at 
the end of each group of detail cards 
bearing the identical remittance num- 
ber and date (indicating they were paid 
by the same check), the trailer card 
prints the total amount of the check, 
which it compares to the total of the 
amounts listed for the detail cards, sub- 
tracts it, and prints the variance, if 
any, in the difference column. 

These small penny variances, which 
frequently crop up, are traceable to 
differences in carrying out decimal in- 
terests and in rounding off. If a large 
variance appears, it indicates some er- 
ror in paying or processing the data 
and further investigation is necessary 
to locate the difficulty. After any cor- 
rections, the penny variances, plus or 
minus, added to the detail net amounts 
will balance to the daily check tapes. 

Provisions have also been included 
to allow Midwest to make certain ac- 
counting adjustments as needed. For 
example, in some cases a purchaser will 
remit the entire amount and we have 
to pay the other working interest and 
royalty owners. For these accounts, a 
credit card is cut for the tab runs that 
will reduce the total value to the net 
figure. Sometimes, no activity will be 
reported for a well or tract. The legend 
“no run” is punched in a card for that 
property and the card will show up on 
the sales report. This signals manage- 
ment to check into the status of this 
property, if it appears to be warranted. 

At the end of the month, after each 
daily sales report has been balanced, the 
cards are sorted in rotation by lease, 
royalty, state, district, field, tract, by 
oil and by gas, and summaries are tab- 
ulated for each breakdown. Quarterly 
reports and an annual report are pre- 


(To page 76) 
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“your copy 


_/ in just 


ermo-Fax” Copying Mach 


4 seconds” 


.-.- Simplest way to copy business facts! 


You’ll use this copy maker because here is the world’s cleanest, 
simplest way to copy. Only “‘Thermo-Fax’’ Copying Machines give 
you an exclusive dry process copying method that is completely All- 
Electric. Nochemicals. No liquids. You make copies in 4 fast seconds, 
for as little as 5¢ each. Try it in your own office on letters, orders, 
reports, or any forms you now must retype. You’ll see how the truly 
modern simplicity of dry process copying makes other methods old- 
fashioned. And you'll see a brand-new way to save time and money. 
Call your dealer for your demonstration now. Or send coupon for full 
details and your free copy of our helpful business communications book. 


MINNESOTA MINING AND MANUFACTURING COMPANY 


aii = where RESEARCH is the key to tomorrow 
™ | 0h Oe Or 


S 


"€seanc™ 


ry Thermo-Fax 


W copvine PRODUCTS 


Minnesota Mining & Manufacturing Company 
Dept. KN-78, St. Paul 6, Minnesota 


details on the THERMO-FAX “Secretary”? Copying Machine. 


Name 


Send my free copy of your new book, Better Business Communications, and full 


Cc 


7 


Address 


City Zone State 


eresesreseeeeeeeeeeeeeeeeeeee 
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The terms ‘‘Thermo-Fax” and ‘“‘Secretary’’ are trademarks of Minnesota Mining & Mfg. Co. 
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Tools of the Office 


Visirecord, Inc., Copiague, L- I., 
N. Y. This firm offers a variety of 
equipment for storage of IDP common 
language media, including filing cards 
of the “vertical-visible” type, with 
pockets for punched tape, or with cards 
themselves capable of being punched 
along an edge with IDP codes. Also 
offered are plastic tape panels, plastic 
channel cards, and Visisleeves, which 
provide visible indexing for use in 
random sequence filing and finding of 
tape packs of variable lengths. 

Wheeldex & Simpla Products, Inc., 
40 Bank St., White Plains, N. Y. Firm 
manufacturers mechanized rotary card 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 80. 


files and offers equipment for housing 
IDP tapes for ready accessibility, either 
alone or in combination with related 
records. Simplawheel and Simplafind 
mechanized files may be used as the 
basic housing units. Simplawheel 
equipment is priced from $600 to 
$1,800; Simplafind equipment is priced 
from $3,000 to over $4,000. Wheeldex 
Portable Line consists of many smaller 
models carrying from 1,000 to 4,000 
cards. Other Wheeldex models, either 
motorized or manual, contain from one 
to 5 wheels, hold from 4,000 to 30,000 
cards per cabinet. 

Whiteford Laboratory, 420 Market 
St., San Francisco 11. Company has 
produced electric winder for common 
language tape with variable speed and 
tension, and other features, designed to 
operate automatically according to 
variations of output. 


ERRATUM 


In the “Tools of the Office” Section 
of Office Management tor June, page 
64, the classification-heading “Postage 
Metering Machines” was omitted. This 
heading would have segregated the 
metering machine equipment of Pit- 
ney-Bowes, Inc., from the firm’s units 
listed under “Postal Scales”, the pre- 
vious classification. Pitney-Bowes, of 
course, manufactures both postal scales 
and postage metering machines. The 
editors regret this error. 


OFFICE MANAGEMENT 


: ee Be wd a eae sf >} SS tC ae : 1 ea a  . a ae fe ae, a es ie. 
di 4 ce . M ae 
“dt ¥ 
‘ raat 
a Joe | 
Ca eye 
ee \ = 4 . - , 
ia oe =. Hl ’ 
ae NS Pag cs ae 
~~" SL 
* Saee . . id | 
«Os ey 
—_— ie ok | 
a ¥ ps] Ee “4 
ae ~ an - - | 
> = | ee ae hoe 
¢ os a ja gf) i; | 
‘S Bie of 4 i 4 ie ge a } 
5 a eee 9 _, ci a A : 
q: a cae _——- ae wae fee ee | 
By ies i Segal : fee: ees 
ee fa Ae a] | 
- i 2 is ee 
' Ki a 4 “ ' sperm: ” 
a if a j ee , r | 
ie et aa a i Searing ee | 
; ie * wit? : ea — a yy ] | 
— CES ell Bes 
Py ee Se ae 4 8 suites ee en ’ ss 
| ; fhe ee ie ee a Ge eee Pe 
os Ot on eg ™ pai ME gee Hp 
ey me ve . di 
Palas «ee .... ee a age 
side The “Th ine 
fee aA 
etiglt ‘Z 
te | 
orn | 
ee to 
ee, ae | 
a ie iia | 
age Des 
se aes " | 
2. 
Ora | 
Ss: ce 
ee | 
ie: te 
ae + 
we a 
g 
oT oie, 
a * are: 
a 3s 
a ; | 
a 2 
ro ¢ 
fis e . 
ope Ye; oy pis 
‘eee oe “ 
Se Moe 
a ee SS - 
‘: 7 a \ <q 
et oH me SA 
ti TTR 
MS IN 4} SECONDS ; 
ane < us . 

2 Sit po - 
ore . 
Pare.” . 
ae ee 

Ps . 

5a eat coe 3 . 

ee if . 

Pt 4 . | 

“ ¢ - e | 

. s DO ee ee Ar a 

ps : 

stati Pe 4 

go ‘if —_—_--—————————————————————— SO eee 

. ae 7 + . 

Pa be aed 
wie: eee : 

soe 2 J APD 

= oy . 

ae ae . 

a eee 

ae ee 

ee es 

Fn 
Sek ee ee Oo, : o ot oe —— ae b a. ae ah 2: a 
ve ie Ps a ae ae ee — pe Ie, Re aa ko 
ea Sie Le o% ao hy at 2 a SS ae oo 4 " 


Use quality floor waxes containing 
Du Pont’s anti-slip ingredient 


You benefit two ways with floor wax 
containing “Ludox”. First, there’s the 
skid resistance ‘“Ludox’”’ adds. Tiny, 
transparent spheres of ““Ludox”’ exert a 
snubbing action with every footstep... 
give sure-footed traction. Second, you get 
the lasting beauty only a fine wax can 
give vour floors . . . and it’s easy to keep 
floors beautiful, because scratches and 
scuffs can be buffed out, without rewaxing. 


DOUBLE-ACTION RUG AND UPHOLSTERY 
SHAMPOOS--A NEW USE FOR LUDOX* 


New shampoos containing “Ludox” clean and 
treat rugs against resoiling in just one applica- 
tion. “Ludox” fills microscopic fiber crevices . . . 
protects surface so dust and dry dirt don’t cling. 
Dirt stays on surface for easy removal. 


JULY 1958 


Floor waxes containing **Ludox’’, 
Du Pont’s anti-slip ingredient, give your 
floors the appearance you want, plus 
added safety underfoot. Mail coupon be- 
low for more information and a list of 
suppliers for products containing 
“Ludox”. E. I. du Pont de Nemours & 
Co. (Ine.), Grasselli Chemicals Depart- 
ment, Room N-2533, Wilmington 98. 
Delaware. 


I'm also interested in: 
Names of suppliers of 
anti-slip floor waxes con- 


} More information about Name 


FE. TI. du Pont de Nemours & Co, (Ine.) A) 
Grasselli Chemicals Department, Room N-25330M Wf 
Wilmington 98, Delaware 

Please send me the free booklet describing the advantages of using floor 
wax containing “Ludox.” 


Spee iene iti 


LUDOX | 


COLLOIDAL SILICA 


REG. U.S. PAT. OFF 
BETTER THINGS FOR BETTER LIVING 
. THROUGH CHEMISTRY 


MAIL THIS COUPON TODAY 


double-action rug and up- . 
holstery shampoos con- Firm 


Title_ 


taining ‘‘Ludox’’. Address 


| 
| 
| 
| 
| _ taining “Ludox"’ 
| 
| 
| 
| 


City 


State 


Rocecanistth tennis enicatainabnbataneiiinat Aha eee RRA cea andinemaaetl 
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The Masterlith Offset Duplicator . . . sold 
and serviced by Photostat Corporation in 
50 principal cities. 


How to get 
a head start 
in systems 
duplicating 


Systems and offset duplicators are 
natural partners. But all duplica- 
tors are not the same. 

The Masterlith Offset Duplica- 
tor is different in several impor- 
tant ways that offer great advan- 
tages in systems work. 


For example: 


The Masterlith compensates 
automatically for different stock 
weights. You will get excellent 
reproduction on every piece, no 
matter what the mix in your sys- 
tems packet — without “adjust- 
ments” by the operator. 

Masterlith’s complete control 
of the stock throughout the dupli- 
cating cycle lets you process forms 


The Photostat® Systems Chute . . 


. for easy 
loading of systems forms of various sizes 
and weights. 


of different widths in any assort- 
ment. 

Right and left joggers make it 
easy to run narrow forms (with 
partial information from either 
side). They provide easy adapta- 
tion for running two individual 
cards or narrow forms at once. 

All these features — standard 
on Masterlith — give you a head 
start in any systems setup. They 
assure better quality of work — 
make the operation easier, faster. 

For a demonstration, call the 
Photostat Corporation office in 
your city, or write. 


OFFSET 


DUPLICATING 
MACHINES 


PHOTOSTAT 


PLATES 
SUPPLIES 
SERVICE 


PHOTOSTAT CORPORATION 


P. O. Box 1970 OM, Rochester 3, N. Y. 


PHOTOSTAT is tHe TRADEMARK OF PHOTOSTAT CORPORATION 
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Space planning— 


(From page 37) 


building, with exterior shape and di- 
mensions keyed to requirements of the 
third floor tabulating department. 

George M. Ewing Company of 
Philadelphia and Welton Becket and 
Associates of Los Angeles, the archi- 
tects, designed the building around 
these space requirements. In other 
words, the function of the building 
determined the design and the archi- 
tects created a structure around this 
function. Meanwhile our firm handled 
the interior designs, translating layouts 
into working drawings, and super- 
vising the interior construction. We 
also specified furniture and furnish- 
ings. Gulf describes the result of this 
collaboration as “a functional office 
building of charm and character.” 

Unusual features which are designed 
into the interiors include a new acoustic 
ceiling and lighting module which 
provides standard illumination with 
30 per cent fewer fixtures than nor- 
mally would be required. There is a 
pneumatic tube system for interoffice 
communications. Fiberglas drapes are 
used on all window walls in work 
areas for sun control and_ better 
acoustics. Acoustical fiberglas ceiling 
panels help keep noise to a minimum. 

L-shaped desks, used generally 
throughout the new building, provide 
extra space, greater freedom of move- 
ment and more efficient operations. 
Basic color scheme of the furniture, a 
two-tone gray, blends harmoniously 
with various soft colors of office walls. 
Stock steel furniture components were 
used in non-stock groups to provide 
more “custom-built” pieces for desks 
and other office furniture. 

Another example of modern space 
planning is the new $20 million Inter- 
church Center in New York City 
which will contain 440,000 square feet 
of office space. Architects are Voorhees 
Walker Smith & Smith of New York 
and Collens, Willis & Beckonert of 
Boston. Michael Saphier Associates did 
the space planning. It is the first build- 
ing of its kind in this country and will 
be the national home of Protestant, 
Anglican and Orthodox churches in 
America. 

We began preliminary planning for 
the building two years ago, with a job- 
study of functions and operations of 
all tenants to determine the office lay- 
outs best suited to their present and 
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future needs. This included a complete 
furniture and equipment inventory, a 
survey of work and traffic flow and a 
study of special services and require- 
ments. 

Based on this job-study, our firm 
drew up furniture and floor plans for 
all tenants and coordinated office lay- 
outs with the architects. We also col- 
lected information on tenant needs for 
common facilities such as meeting 
rooms, exhibit rooms, a 300-seat chapel 
and a cafeteria, which were planned by 
the architects. 


The Interchurch Center has now 
retained us to do all necessary drawings 
to make certain that interior construc- 
tion conforms with approved layouts 
and building standards. This includes 
partition plans, ceiling plans, door 
schedules, telephone and electrical out- 
let locations, and color plans for paint- 
ting and flooring. We also will co- 
ordinate the supervision of all tenant 
interior work with the architects. 

Also in New York City, a two-story 
preview theater in a skyscraper office 
building, seating 100 and equipped for 
both 16 and 35 mm film projection, 
is a highlight of new offices we de- 
signed for Warner Brothers Pictures, 
Inc. The theater is panelled in natural 
walnut and has its own air condition- 
ing system for 24-hour operation. 

We began our Warner’s assignment 
with a thorough research exploration 
of the client’s requirements. We spent 
nearly four months studying work 
flow and job functions in Warner’s 
New York staff to determine the best 
office layout. As a result, we were able 
to move Warner’s from a vertical op- 
eration in ten small floors to a hori- 
zontal operation on two floors while 
at the same time increasing job effi- 
ciency. 

The New York office building boom 
which began in 1947 after 15 years of 
war and depression has already 
smashed all records and still is gather- 
ing momentum. The square footage of 
rentable area in new buildings has in- 
creased annually to nearly five million 
in 1957 and will go to 6% million in 
1958. In addition to buildings already 
under construction, at least 25 more 
are definitely scheduled for the future. 
New office space to be completed next 
year will be the largest in New York’s 
history, even exceeding the 1925-33 
boom years, when 138 office buildings 
Were added to the city’s skyline. Build- 
ers are now working on plans for 1960 
and beyond. 
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Browne-Morse Planning Service can help 


you add value to every dollar you invest 


And when it comes to planning your office, large or small, 
Browne-Morse Planning Service helps you make 
the best use of present equipment and smoothly integrates _ 
new equipment with future plans. 


Browne-Morse dealers are specially trained to harmonize i 
interior design and modern functional equipment to speed 2 3 
and simplify work-flow. 


With a Browne-Morse Plan you have an engineering and 
design team to help you map your office for utmost efficiency. 


And to assure prompt service, Browne-Morse and its 
authorized dealers maintain warehouses throughout the country. 


Write or wire collect — Browne- 
Browne-Morse Planning Service Morse Office Furniture Company, 
is free and without obligation. Muskegon, Michigan for the name 
of your nearest dealer. 


Architects of Efficiency for America’s Offices 


_ J.D. MARSHALL INTERNATIONAL 
EXPORT DEPT: 3; F WACKER DR., CHICAGO, ILL. 


MUSKEGON, MICHIGAN 


MANUFACTURERS OF STEEL OFFICE FURNITURE, ALUMINUM CHAIRS, FILING 


SUPPLIES, LABORATORY EQUIPMENT, HOSPITAL CASE WORK, FUME HOODS 
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In this atmosphere of dynamic 
growth and expansion, the new space- 
planning profession is finding full play 
for its many talents and resources. 
Keeping pace with the architects who 
design the new office buildings, the 
space planners are designing the in- 
teriors of the city’s skyscrapers, adapt- 
ing them for efficient use by hundreds 
of business firms and companies who 
are the tenants. Each company has 
office problems peculiar to its own 
business or industry. It is in this area, 
by helping the tenant get the office 
best suited to his particular needs, that 
the planner offers an indispensable 
service. 

Among _ the 


many considerations 


facing a company moving to a new 
location is the problem of employee 
morale and office efficiency, which is 
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so directly affected by surroundings. 
This is especially important among 
secretarial and clerical employees, who 
far outnumber executives, and thus 
present the biggest morale problem. 
Employee efficiency is directly affected 
by the individual objects and environ- 
ment of the office—including the em- 
ployee’s chair, desk, storage space, office 
equipment, telephone and other com- 
munication systems, lighting and_air- 
conditioning, and even the location in 
the office. 

The space planner and designer, by 
assuring modern office equipment and 
working conditions, can improve em- 
ployee morale and office efficiency 
through office design that keeps fatigue 
and strain to a minimum. In the case 
of chairs, the backs, seats and arms 
(if needed) should be adjustable to 
fit the person who is using the furni- 
ture. In addition, the fabric of the 
chair should be “breathable”—natural 
textile fabrics which are porous, or 
perforated coverings if solid materials 
like plastic or leather are used. 

Desks also should be adjustable to 
each individual through movable legs 
which will bring the desk top to the 
most comfortable height. Ideally, desks 
also should be L-shaped—this increases 
the usable area 30 to 50 per cent with- 
out taking up more floor space. While 
lighting will vary for different clerical 
jobs, the minimum required is a light 
level of 50 foot-candles at desk level, 
or the equivalent of a 100-watt bulb 
about four feet from the desk. Fluores- 
cent tubes mounted in overhead fixtures 
are the best kind of lighting at present 
because they give an even distribution 
of illumination. 


Year-round air conditioning is con- 
sidered essential to any office today be- 
cause it levels out temperature changes 
betwen the seasons and insures healthy, 
comfortable air 12 months in the year. 
Storage space, on the other hand, de- 
pends on the job; the minimum is 
drawer space in each desk adequate 
for the employee’s working materials 
and personal belongings. Depending on 
the job,‘ office equipment should be 
self-contained in the desk or work- 
table, or, if too bulky, should be lo- 
cated adjacent to the work-station. 
This saves unnecessary traffic through 
the office. The same holds true for 
general storage areas, such as office 
files. 

Sufficient intercom equipment be- 
tween department heads, executives 
and employees also improves office effi- 
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ciency and reduces trafic. Desk-to-desk 
intercom systems also are desirable, 
unless the employee is within easy 
walking distance of her superior. As 
to location, obviously people working 
together should be placed close to- 
gether in the office. This is especially 
true of the executive and his secretary. 
Clerical workers location is best de- 
termined by the position of the equip- 
ment they use and the jobs they per- 
form. The worker and his job belong 
side-by-side. 

While the benefits of modern office 
planning are hard to measure, any 
employer has personal proof they make 
a big difference. Every personnel man- 
ager today knows it is easier to hire 
clerical personnel if his office is modern. 
Sound or noise always have been an 
occupational hazard of office workers, 
as well as the factory man. In addition 
to buying newer and less noisy office 
machines, such as electric and _ noise- 
less typewriters, more companies are 
adding acoustical ceilings and other 
sound-deadening materials to help re- 
duce the general noise level. Employee 
efficiency rises as noise distractions de- 
crease. 

These are some of the ways the space 
planner and designer can serve the office 


Smith’s 
OPNWINDO 


Steel Guides 


Hundreds of uses—expand or adapt your 
present system—create an entirely new 
system. In 1" and 2" widths, colored or 
clear windows. Packed 25 to box wi 
labels in strips for easy typing. Also 
alphabetic labels. Printed to order. 


PROJECTING SIGNALS 


In 4," to 2" widths. Choice 
of 12. plain colors of 
printed alphabetically, by 
states, months, numbers oF 


a 

SS m to fit special needs. 
“VISE-LIKE GRIP"-Jaws of hard tem- 
pered steel hold fast to pressboard, 
card, bond, even acetate. 


See your office supply dealer 
or write direct 


CHARLES C. SMITH, INC. 


EXETER, NEBRASKA 


For more than 60 years, a complete line 
of time-saving signals and indexes 
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HERE’S HOW 


AMERICAN BUILDING 
MAINTENANCE COMPANY 


Cleans Millions of Square Feet 
of Floor...Every Night! 


‘ 
=I | 


iif AMERICAN 
BA ci 


Mr. Sydney J. Rosenberg, President, says: 


“We at American Building Maintenance 
Company operate a crew of more than 
5,000 men in 40 cities of the United States 
and Canada. Every night these men maintain 
literally millions of square feet of floor in 
the plants and offices of some of the coun- 
try’s largest companies. In order to give 
these firms the kind of service they want—at a fair price 
—we must have dependable, low-cost machine — 
formance. That is why we use so many Advance floor 
machines and vacuums. We have found they perform 
better, last longer, cost us less to keep in service.” 


Advance Hydro-Jet 
Wet or Dry Vac 


A powerful, heavy duty vac 
for wet or dry pickup on 
rugs and floors. Special at- 
tachments for cleaning’ 
blinds, walls and furniture. 


Advance Speedboy Deluxe 


The modern method of 
scrubbing, waxing, polish- 
ing and steel-wooling to give 
floors tip-top appearance 
and long life with a mini- 
mum of mainténance time. 


ADVANCE 
FLOOR MACHINE 
COMPANY 
4102 AD Washington Ave. North, Minneapolis 12, Minn. 
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WRITE TODAY FOR FREE 
DESCRIPTIVE LITERATURE 


NYLON 


Some typewriter ribbons get chewed up in a matter 
of days...deliver fuzzy impressions...down-grade 
important letters. But not nylon! Nylon lasts and 
lasts...makes a clear clean impression from the first 
stroke onwards. Next time you order, specify nylon 
in your favorite ribbon brand. There are a variety 
of constructions from which to choose...each de- 
signed to do a specific job perfectly. 


#1 PRODUCER OF INDUSTRIAL SYNTHETIC FABRICS, 


Burlington Industrial’=* 


1400 BROADWAY, NEW YORK 18 - A MEMBER OF BURLINGTON INDUSTRIES 


Use Readers' Inquiry coupon on Page 80 67 


WE) en St 


i: 5 
} Bt 
| bre: » 2 eS 
| rer 22 ‘ 
| 2% 4 a 
| 1 anes gt eee es 
SUV « ; every Ss: 
s . ba & o sate : SB j ; = * . ) = 
———_ | 4 —— a 
re. BS ale : F = 
_— F ol typewriter ) 
— - dO 7 
aS oi, le 
re. tii ~ gs ; : Ae wen eee ‘ | 
a * 4 s : ’ = = .- * , . 
ee ie | a ae =e 
owe “= 
| ee a ~i 
| | types better e 
: 7 
Pf . , mA ’ mer 3 “ hi 
> \ f : " 
a 9 ny 
| | : 5 Wx 
) Nex. | — a. igs 
— = fit a with ail 
: = a ~~ pe 
| : e | | gat 
0 + | 
4 | 
= a ee 
ADVANCE id | : 
—CsiSCSC‘CSCiésC if . 
MENT : 
ih. 3 4 ; i Pl iets, . pe co . || os i o ane *. ae yee " : ae 


manager, and a few specific examples 
of companies we have aided. Because 
our profession is relatively new, it still 
is small, but acceptance has brought 
growth, so our list of clients also is 
growing. With growth comes accom- 
plishment, for ourselves and others— 
better space utilization, better office de- 
sign, hence more efficient working con- 
ditions. This is good for all of us. 


Job requirements— 
(From page 34) 


visory thinking should be geared along 
these lines. Here again management 
must evaluate the cost-saving potential 
of line supervision. If the man who 
is going to cost twenty dollars per 
week more, in salary and fringe bene- 
fits, is alert to the necessity for constant 


review and change, as opposed to the 
less “expensive” man, well then, that 
twenty dollar differential may very 
possibly lose its significance. 

It’s apparent then that cutting costs 
on supervision may also mean hiking 
operating costs of the department. 
This statement is particularly true 
when the processing involved is fairly 
complex. Obviously too, the more 
people employed on the staff, the 
greater the demands on supervision, 
and generally speaking, the higher the 
calibre of personnel required. 

Those factors in business that are 
not readily definable are usually worthy 
of special consideration. There must 
be established some practical measure 
of a man’s worth to his company. 
In the case of a salesman we know 
exactly how much he sells; we know 
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— DUPLISNAR? — 
~  ,..one of the original | 
“MAIL AID” line 


DUPLISNAP ® Reg. T.M.- U.S. & Conode 


MAIL AID @ reo. t.¥. us 


Because a typist, a typewriter 
and Duplisnaps give you a 
complete addressing department 
-at low cost. 


Duplisnaps are sheets of blank, 
perforated gummed addressing 
labels interleaved with smudge 
resistant carbon in easy-to-use 
“snap-out” forms. 


Handle the Duplisnaps set once, 
slip it in the machine, type 

the addresses on each label, snap 
it apart, and the job is done—more 
than a 20% saving in time. 


Two to six sheet sets available 
in white. Four part set also 
Sold at 


available in colors. 
all leading stationers. 


UREKA SPECIALTY PRINTING CO. 
Dept. 33 - Scranton, Pa. 


how much a factory line worker pro. 
duces; we know how many cards a 
key punch operator can punch per 
hour. Supervisory ability, however, is 
not so easily gauged. One can’t time a 
man’s thinking processes in the same 
way one can time the motions of 
somebody’s fingers or hands. 

Thought arrived at hastily is often 
inferior in quality. And a wide variety 
of factors must be considered. A man’s 
background, experience, work habits, 
communicative capacities—both oral 
and written—must be evaluated. Then, 
and only then, if your man measures 
up to maximum specifications—if he 
impresses management as being alert, 
open-minded, idea-searching, progres- 
sive—and if you can get him for 
twenty dollars less, you're getting a 
real bargain. 


Conference— 
(From page 29) 


“The recession is a challenge to us,” 
he concluded. “While it is a bit deeper 
than the downturns of 1949 and 1954, 
it is still a moderate business contrac- 
tion. We all have confidence in the 
future, and we are all optimistic for the 
long pull. The challenge is to speed 
up the recovery which we know will 
come. We can turn the tide with better 
selling.” 

Borg-Warner, too, according to Mr. 
Ingersoll, is accelerating some product 
development programs for immediate 
market acceptance. It is trying to do 
so, however, without jeopardizing 
longer-range activities. Although long- 
range planning has always been a re 
sponsibility of all divisions in his com- 
pany, “greater attention is being given 
to this activity now than ever before. 
We believe that there was never 4 
better time to plan carefully for the 
expansion which we are sure will come 
in the near future.” In addition, Borg- 
Warner is stimulating its sales and 
marketing efforts throughout all divi 
sions. Sales departments are encout- 
aged to improve selling techniques t 
recapture the “lost art of selling.” 

Mr. McCabe recounted his firm’s 
interest in new product development 
and research, and stated his belief that 
industry has not paid enough attention 
to human motivation. He predicted 
that more progress would be made in 
the social sciences and their applicx 
tions to human relations during th 
next ten years that in any other aspec! 
of business. 


OFFICE MANAGEMENT 


— sf» =-<-§ > © BD ©. 2 wees of Q@p 


-_ 


Cae 
a oS 
eS. 
a 
on 
ay “ae 
“hs a i 
ie | ca 
gets” | ve 
eae « ‘ 
gee | W 
i 1. 
oe 
erie bad 
Me Wigan ks h 
ye see W 
ee. ti 
ae th 
sage Fis ti 
‘ ie 
oe my . 
oN in a 
ste car n 
§ : 
el, 3 i a 
= ut eee = re 
SEE Pires . 
Bess es: it 
es yal : rc 
5 Sar g 
er , . 
ae Do ie rT 
= st 
, ae ae 
ae a ° 
ae oe b 
ee as ‘ 
ae : 
ae 
oe P 
ae} ie v 
ee: 
oa ; c 
2 ee ; 
Pe, eae GA S - h 
es. 
ees \ , 
pe —~g\ | 
t: 7s ce hn <e_ 
ee 3 SS 
te ——— 
2 as Date a ee | 
zs see! «hate aaa 
z pS eee | 
: tbe. P 
yn ae 
a | C 
“at es | P 
ia | I 
Fe 
Jane 
| , 
ote: | i 
Ce a E. = 
s EMRE q | 
ou 2~Z->~CA~ ® | ' 
ile ry 1 
oy 68 Use Readers’ Inquiry coupon on Page 80 pl | 
aS 
2 + Pert ys j a te By kM —_— ee a a at ae “a ee ae ‘ a . a 7 3 es 


r pro- 
rds a 
L per 
ver, is 
ime a 
same 
ns of 


often 
/ariety 
man’s 
habits, 

oral 
Then, 
asures 
-if he 
- alert, 
‘ogres- 
n for 
ing a 


0 us,” 
deeper 
| 1954; 
ontrac- 
in the 
for the 

speed 
w will 


- better 


to Mr. 
roduct 
rediate 
to do 
-dizing 
1 long- 
na re 
is com- 
r given 
before. 
ever a 
or the 
il come 
, Borg: 
“5 and 
ll divi- 


encour: 


tention 
-edicted 
nade in 
applica 
ing the 


r aspect 


MENT 


Mr. Wampler, apart from cover- 
ing Carrier's stepped-up program in 
capital expenditures, research and de- 
velopment and other areas, discussed 
what companies should not do to stem 
both their individual and the nation’s 
recessions. 

“We of top management must not 
handle ourselves in a manner which 
will cause our associates and _ par- 
ticularly those who are younger to get 
the idea that this is a period of great 
trouble and apt to continue for a long 
tume. 

“Putting this positively, we must 
constantly reaffirm our faith in America 
and its people. And right here and 
now I wish to express my own deep- 
seated conviction that even the mental 
and moral and spiritual causes of the 
recession will in due course be effec- 
tively dealt with . . . And yet I have 
to admit this—it may take longer than 
it should for [the American people] 
to realize that selfish leadership is not 
good leadership.” 

In his speech, “Management Action 
in Today’s Economy,” Mr. Watson 
stated that IBM has been planning and 
acting in several areas since its sales 
began to slow down last September. 
“In sales,” he said, “we are concen- 
trating on improving the efficiency of 
our representatives—emphasizing more 
prospecting—trying to eliminate paper 
work.” Selling techniques have 
changed tremendously‘in the past 15 
years, Mr. Watson observed, and IBM 
has been examining its own salesmen 
activities. 

“Generally, we’re going back to em- 
phasizing the fundamentals in selling 
that haven’t changed in 50 years. 
Every salesman is going to report on a 
weekly basis not only calls, but also 
demonstrations and proposals, as well 
as the business closed and the percent 
of quota which has been achieved. The 
field managers are going to keep 
weekly records on hours spent in the 
office, hours spent in the field, and, 
most important, the number of calls 
made with the younger salesmen.” 


IBM at present does not expect to 
cancel or reduce any of its capital in- 
Vvestment plans. Expenditures in re- 
search likewise are increasing as 
planned. 

“It seems to me,” he continued, “that 
this recession should make all of us 
in management realize that we 
have a larger responsibility than that 
of managing our own individual com- 
panies. We each have a responsibility 
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THE carbon for any typewriter, 


and nearly every copy job! 


Flexibility and then some, that’s NU-KOTE, the first plastic-base 
typewriter carbon. Just one grade and finish for any typewriter 
and practically any copy job imaginable. NU-KOTE outlasts 
ordinary carbons 3 to 1. And NU-KOTE makes the cleanest 
copies, keeps hands clean, too. You get clear, sharp copies, first to 
last—as your free trial will prove! Available only through your 


local dealer. 


FREE SAMPLE! 
For a free sample of NU-KOTE just mail this coupon, attached 
to your company letterhead. 


Buy where you 
see this sign 


Dealer Sales Dept. 


Om-104 
Burroughs Corporation, Detroit 32. Michigan 
Name___ — 
Firm_ a ee _— 
Address enegi ae a . 
City_ Zone _ State 
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for the overall economic welfare of “I suspect more control—if it comes, 


our nation. One hears complaints will be because we as businessmen have 
: about government control of business. not fully realized our responsibility to 
: and yet, analyzing the controls we society.” 


resent, we will see that many of them 


have been brought about by business Panel solution sought 
practices in the past which needed The afternoon session of Monday's 
‘ some supervision and control. program consisted of a question-and- 
2 “Business executives are going to answer period among panelists and 
have to learn how to manage their Mr. Jonsson. A summary of the panel 
businesses so as to make recessions few — discussion, made by Mr. Tait, con- 
and far between, and if they do occur, cluded the day’s activities. Chairman 
: to keep them shallow and _ prevent for this session was William C. Stolk, 
Sia real depressions. If we are unable to president of the American Can Co., 
ty do this, I’m confident that the voters New York. 
of the country through the government Tuesday morning's meeting _ fea- 
¥ : will impose on our business community tured a six-man panel of speakers. 
= greater and greater controls, and we = Again, speed-ups in new product de- 
will lose more and more of the free velopment, selling effort and cost con- 
By enterprise system which we all admire. trol led the list of recession cures ad- 
res Br ; : 
ee : 
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multiple mailing needs with 
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The standard addressing label 
— for typing or duplicating.33 
pin-perforated labels (2'%6 x 
1”) on 8% x 11” sheet. No lint; 
no pods. Type 33 labels with 
one insertion. White, biue, buff, 
salmon, canary, cherry, green. 
In 25 sheet or ream packages. 
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4-PART SNAP-APART CARBON SETS 


For follow-up mailings, use 
Dennison Carbon Set Labels — 
4 sheets of couponed label 
paper collated with 3 sheets of 
one-time carbon. Quick, clean, 
easy. Labels ag | lined up until 
snapped apart. 33 labels (2! %¢ 
x 1%6") on a sheet. White only. 


ROLLS 


Dennison Addressing Labels come in 

continuous rolls of 1000 couponed 

labels, 3 x 1” or 3x 1%", ina dispensing 

box. Accurate spacing allows labels to be 

ped with a minimum of adjustment. 
ite only. 
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PEON SEE eee Eee MELTS ® 


Dennison quality labels plus 
special Dennison. gumming Framingham, Mass. 
insure satisfaction. 


Order Dennison. Addressing 
Labels from Your Stationer. 
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vanced by participating executives, [p 
cluded in this panel were Ralph j. 
Cordiner, president of General Elec 
tric Co., New York; Frederick R 
Kappel, president of American Tele. 
phone & Telegraph Co., New York 
William C. Decker, president of Corn. 
ing Glass Works, Corning, N. Y; 
Franklin J. Lunding, chairman of the 
board, Jewel Tea Co., Inc., Chicago: 
Elisha Gray II, president of Whirlpoo! 
Corp., St. Joseph, Mich., and Charle: 
H. Percy, president of Bell & Howel 
Co., Chicago. Presiding as chairma 
and associate chairman for this session 
were Don G. Mitchell, chairman of the 
board and president, Sylvania Electric 
Products, Inc., New York, and Elmer 
L. Lindseth, president of The Cleve. 
land Electric Illuminating Co., Cleve. 
land, respectively. 

Mr. Decker reported that Corning 
Glass’ sales for the first quarter of 
1958 were up by four per cent, largely 
due to a 14 per cent increase in the 
sale of the company’s consumer prod- 
ucts. The month of February was the 
biggest single month in the 30-year 
history of the Consumer Products Divi- 
sion. 


This increase in sales volume, Mr 
Decker said, was achieved from im- 
provement in the appearance and use- 
fulness of many products in the line, 
and a stepped-up merchandising . 
eration and advertising campaign. | 

“In short, we did not just ask the 
housewife to buy our product. In- 
stead, we first determined what she 
wanted, then we produced a_ product 
to her specifications, and finally we 
pushed the product as hard as we 
could . . . The public will buy if 
industry will offer new, attractive and 
useful merchandise. It is industry's 
responsibility to have the imagination 
to determine the needs of the public 
and then to do something about it.” 

Mr. Gray recommended a more cus 
tomer-oriented sales approach. The 
appliance industry cannot appeal to 
the housewife on the grounds it isn’ 
making a profit, he said, for she doesn‘ 
care. It must show her that prices are 
now more favorable than they will ever 
be again, that she is getting more cubic 
feet of refrigeration for her dollar, tor 
example, than she got ten years ago. 

Mr. Lindseth offered a 12-point pro 
gram to improve business, while sum 
marizing suggestions made by speak: 


ers at the conference: 
“Make sure every product and sef- 
vice is offering maximum value; 
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“Look closely at the cost of every 
product and service to eliminate waste: 

“Sell ‘smarter and harder’ and back 
up salesmen with better promotion and 
advertising; be more creative in de 
veloping new markets; 

“Reduce prices if you can build 
volume that way; if not, try to hold 
prices firm; 

“Maintain or increase research and 
engineering, particularly new product 
development; 

“If possible, maintain capital expen- 
ditures to replace obsolete plant and 
equipment; 

“Keep trying to improve the or 
ganization in structure as well as in 
manpower. Consider stock options, 
bonus plans and other incentives to 
increase efficiency; 

“Work to increase employee parti- 
cipation and understanding of the 
‘economic facts of life’; 

“Use every skill of good manag- 
ement; don’t sacrifice long-range goals 
for short-range expediency; 

“Make an effort to educate the pub- 
lic about the relationship between 
wages and productivity; 

“Do not turn to government for aid 
that is not appropriate to its proper 
role in the economy; 

“Get to work and do something to 
promote recovery.” 

Vice President Nixon acted as 
chairman for the afternoon’s panel dis- 
cussion, at which time Mr.. Mitchell 
joined the morning’s speakers to en- 
large upon questions developed during 
the luncheon. 

AMA President Lawrence A. Appley 
presided as chairman during Mr. Eisen- 
hower’s part of the program. Earlier, 
Mr. Appley reported on results of a 
recent nationwide AMA survey con- 
ducted among 688 member company 
presidents on the economic outlook 
for the remainder of 1958. The results 
showed that, except in one instance, 
more than one-half of the respondents 
indicated banner-year prospects for 
1958. More than 50 per cent indi- 
cated plans to spend more or the same 
amount as last year in capital expan- 
sion, advertising and sales promotion, 
research and development, and direct 
sales effort. Similarly, 52.5 per cent 
expect to equal or attain a larger sales 
Volume in 1958, as compared with 
1957. The single exception to this 
optimistic view was in the area of 
profits. Here, 42.5 per cent expect 
tither more profits in 1958 or profits 
identical to those of 1957, while 56.9 
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per cent anticipate a drop in prots VISUAL 


this year. (For complete details of M “5 GN ETIC 


survey, see p. 6.) 
CONTROL 


Business indicators— 
(From page 21) 


To quote R. S. Ingersoll, president 
of the Borg-Warner Corporation at the 
same Economic Mobilization Confer- 
ence, it has meant certain very definite | 
things at Borg-Warner: 

“One of (our) annual procedures | MAGNETS MOVE FASTEST—AND EASIEST—OF ALL 


operating level study. Each year all SIMPLEST VISUAL CONTROL FOR 


divisions and subsidiaries are asked to Sales © Production @ Personnel 
study their controllable expenses and = Maintenance ® Machine Loading @ Scheduling 
profit margins in the light of theoreti- Charts © Visual Presentations @ Graphs 
cal changes in sales volume from the 
level they had forecast for the next 
twelve months. For several years, the 
study covered sales volumes 10 and 20 
per cent above and below the forecast, “~e yg at 
thus covering a forty percent spread. 00 
The effects of 5 and 10 per cent price | $3 8 
reductions on the profit margins also 
were calculated. Such a technique, if 
conscientiously followed, draws atten- 
tio nto unnecessary overhead costs, par- | 
ticularly w vhen reductions - in n sales vol- 


| 


has been to develop what we call an 


COLORFUL MAGNETIC ELEMENTS 


ORGANIZE FOR ACTION 
SHOW FACTS INSTANTLY 


ELIMINATE MISTAKES Price List & 


Brochure OM7 


FREE 


On Request 


including Magnetic Elements 


Methods Research Corp. 


443 Mosel Avenue, Staten Island 4, N. Y. 


Even the phone is off 
the top of this “Clutter-Proof” Desk! 


This new “clutter-proof” desk is a 
marvel of working convenience. Fully 
75% of the things that get in the way 
of work on other desks have a specific 
place inside this Shaw-Walker desk. 

In the Organized Drawers there are 
off-the-desk facilities for everything. 
Off-the-desk letter trays, letter files, 


GHAW-WALKER 


MUSKEGON 10, MICHIGAN 
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work separators, card trays, forms 
shelves and work tools organizers. 
There’s even an in-drawer wastebas- 
ket and phone. See this desk at one 
of our 17 branches or 470 dealers. 


252-page Office Guide of 
color-styled office equip- 
ment and its efficient 
use. Free when requested 
on business letterhead. 
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“My Spinnit Paper 
Drill Paid for Itself 
in 4 months,” 

says small printer. 


POWER BENCH DRILL 


Sound, simple machine tool design. Clean 
holes thru 1” of stock. Chip disposal. 
Sharpening chuck. Table, 12” x 18”, fully 
adjustable gauges. Slitting and slotting 


attachment also, j } LASSCO 
CORNER 
ROUNDER 


—including one cutting unit. 
Four shear-action “plug-in” units 
available: Ye", Va", %”, ¥2”. 
Cuts %2” of stock. Heavy-duty 
Floor Model also available. 


_For complete details write: « 


LASSCO PRODUCTS, INC. 


485 Hague St. * Rochester 6, N. Y. 


ume show shrinking profit margins. 
Most divisions also derive help from 
studying a well-blueprinted plan for 
cost reduction whenever sales volume 
begins to fall. 


“When the requests for this study 
were being prepared last Fall, we 
thought we saw a different pattern de- 
veloping in the sales outlook from that 
prevailing in previous years. We asked 
that the study cover cost control for 
reductions in sales volume from the 12- 
month forecast of 10, 20, 30, and 40 
per cent. You can imagine that such 
a drastic reduction in theoretical sales 
volume caused an even greater per- 
centage reduction in profit margins. 

“This study, of course, has pointed 
out most effectively to several divisions 
that they must solidify their cost re- 
duction plans, tighten up on their 
variable budgets, and intensify their 
efforts in this phase of their operations. 


“Once a year, all the divisional con- 
trollers meet at our company head- 
quarters to discuss accounting pro- 
cedures and practices. You can be sure 
that the theme of this year’s meeting 
held a few weeks ago was cost reduc- 
tion and control. 

“Each controller was asked to re- 


PITNEY-BOWES 


MAILOPENER 


PITNEY- BOWES, INC. 
2970 Walnut Street, Stamford, Conn. 


... originator of the postage meter... 
offices in 107 cities in U.S. and Canada 
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@ The morning mail flows in — and 
stops—at the mail desk. Until Jane 
opens each envelope with a knife or 
dagger. Ten minutes? Maybe more. 
Holding up important correspondence 
—rush orders perhaps! 

@ Such costly delays can be prevented 
by a Pitney-Bowes MailOpener. 


e There are three models, hand or 
electric, and each does its allotted 
work with neatness and dispatch— 
safely trims a hairline edge off any 
kind, size or thickness of envelope, 
never touching what’s inside. And so 
much faster than hand slitting! 
Free trial: Call the nearest PB office 
for a free trial. No obligation. Or 
write for free illustrated booklet. 


FREE: Send for handy desk or wall chart of 
latest Postal Rates, with parcel post map, 
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examine his divisional cost standards, 
variable operating budgets, purchasing 
practices, and inventory and production 
control procedures all with a view 
toward tightening these controls and 
developing procedures which will al- 
low these overhead functions to be 
accomplished at lower cost. This same 
theme was followed in the two quar- 
terly meetings held already this year 
with all the divisional presidents.” 
Borg-Warner’s president went on to 
say that cost reduction committees had 
existed in many, but not all Borg- 
Warner divisions for several years, but 
the new emphasis on working out de- 
tailed plans for specific cuts to be made 
if sales fell far below forecasts has 
spurred the committees to much 
greater activity than ever before. 


Positive action needed 


The Borg-Warner lead shows what 
can be done by well-guided companies 
to meet any contingencies that may 
arise in a period when the future is 
still uncertain. In effect, what Borg- 
Warner is doing is protecting its flank 
and its line of retreat, to use military 
terms. It is still making plans based 
on sales forecasts, but it is not assum- 
ing that any forecasts are infallible; 
it is making plans for the exact meas- 
ures to be taken if business falls far 
below the sales figures anticipated, as 
well as planning for the measures to 
be taken, the staff to be added if the 
sales forecasts prove too conservative, 
and business is much better than an- 
ticipated. 


In other words, the company is pre- 
paring for all contingencies, good and 
bad, to the best of its ability, rather 
than preparing only for continuing ex- 
pansion. 

But cost cutting is only a protective 
device, of course; while it preserves 
company profits, it does not increase 
total company income. How is that 
to be done if the satiety theory should 
prove valid? 


There are two major solutions avail- 
able—and the companies represented 
at the Economic Mobilization Confer- 
ence seem to be pursuing both of them 
vigorously. More effort is being put 
into sales and promotion, and mort 
effort is also being put into pushing 
research and development of new pr 
ucts. Even where stringent cost cutting 
has been the order of the day, many 
companies have expanded their ¢* 
penditures in these fields. 
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In general, judging from the experi- 
ences reported at the AMA conference, 
heavier selling efforts combined with 
price cutting to move into a market 
previously unsold is producing results. 
This again would fit in with the satiety 
theory, and is an obvious path for a 
company making, say, semi-luxury 
goods to follow. How well it would 
work to stimulate people to replace 
durable goods with newer models isn’t 
as clear. What is clear is that purchas- 
ing power is still high, and that people 
are willing to buy things they want and 
don’t have at the moment if the goods 
are effectively sold. The market for 
boats of all types, a luxury item, hasn’t 
suffered as the automobile market has; 
as a matter of fact it’s still growing. 

So, if a rule of thumb were to be de- 
veloped it might be that for a company 
in an elastic market, every effort should 
be bent toward cutting prices and 
heavier selling. For the definition of 
an elastic market is one where demand 
grows as price is cut. When purchas- 
ing power is still high such a market 
would exist for many of the luxury 
and semi-luxury commodities—cameras 
and cabin cruisers, hi-fi sets, travel, 
air conditioners, home furnishings and 
equipment. 

And what of the inelastic market— 
the market where most people have as 
many units of the commodity—cars, 
washing machines, television sets—as 
they think they need, and are, at the 
moment, in a mood to replace such 
units only when they are worn out? 
Here, it would seem, intensive research 
and development would pay the quick- 
est and most profitable dividends. In- 
tensive selling efforts will produce 
some results, chiefly in marginal mar- 
kets which do not yet have the goods 
in question, or have products so old 
they really need replacement. But 
under the satiety theory, these markets 
are relatively small. The major markets 
already supplied would be most easily 
expanded by really dramatic improve- 
ments in the goods being offered—im- 
provements that would make the pres- 
ent units truly obsolete, not in terms 
of style, but in terms of function. 

But, whichever category a company 
falls into, there is a need for positive 
action besides the protective action of 
cost cutting. And the positive action 
necessary will mean that indiscriminate 
Cost cutting across the board is not 
only foolish, but self-defeating. Per- 
haps programs should be screened 
much more carefully than ever before, 
but, on the whole, this is a logical time 
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for many companies to increase ex- 
penditures for sales and promotion, re- 
search and product development. 


This implies major new responsi- 
bilities for the office as the nerve center 
of the company; the “money mart” as 
it were, where budget allocations, ac- 
tion plans for the company in a period 
of either rising or falling sales, and 
the reporting functions which show 
management exactly what is happening 
in the company day-by-day must all be 
worked out. The office must act as a 
control center for all company activi- 
ties, and it must work more quickly 
and more accurately than was neces- 
sary in a time of unprecedented 
prosperity. It must, if it is to reconcile 
departmental cost estimates _ intelli- 
gently, work in full understanding, 
not only of what the company does, but 
of the company’s role in the whole 
present economic picture. It must 
know whether it is making products 
for a current relatively elastic or in- 
elastic market, the size and buying po- 
tential of its untapped marginal mar- 
kets, its price structure as compared 
to its competitors. 


This is not a new role for the office, 
except in terms of the easy-going 


Indispensable for sound” | 
business management 


Accountants’ 
Handbook 


i] 

i} 

1 

1 

! 

i] 

| (J A-to-Z GUIDANCE 

for businessmen—all who 

' use accounting information 

Yor help to prepare it. 4th 

! Edition explains all the over- 

1 lapping accounting, Legal, 

and regulatory factors that af- 

' fect today’s decisions con- 
{cerning financial reports, ex- 

1 ecutive pay plans, dividends, 

taxes, depreciation policy op- 

! erating reports, controls, etc. 

! Standard authority for over 35 years, 
1 ACCOUNTANTS’ HANDBOOK reflects 
t 
i 
t 
1 
i 
1 
i] 
I 
i 
i 
1 
i 
! 
i] 
! 
1 
, 


sound principles, successful practice over 
the entire field of business and financial 
accounting. Complete coverage of: Finan- 
Statistical ethods and 
Employee Compensation. Invest- 
Inventories. Lia- 
Retained Earn- 
Build- 
Govern- 


cial Statements, 
Tables. 
ments. 
bilities. 
ings, 
ings, 
mental, Institutional, Fiduciary Account- 
ing. Taxes. The Independent Accountant. 
etc. 
RUFUS WIXON, Editor; WALTER G. 
Staff Editor; with 28 Contributing 
Editors, 407 ills., tables; 1,616 pp. 6 x 9 $15 
Other famous ee Handbooks tnatetes 


Intangible Assets. 
Paid-In Capital. 

Dividends. 

Partnership, 


Appropriations, 
Equipment. 


Cost Ac t 2 
Financial Handbook 3rd Ed., Rev. Print. i2 

Personnel Handbook 12 
@ Check Handbooks you want—attach ad to 
your letterhead. avr paid if check ac- 
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THE RONALD PRESS COMPANY 
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VISUAL CONTROL PANELS 
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‘Cemavisiece 


Chart Action, Indicate Trends, Permit Comparison, Organize Facts ‘ 


Complete flexibility with limit- 
less signalling and charting possi- 
bilities . . . Easily adapted to your 
individual record requirements. 


Lightweight panels contain 
clear plastic tubes which are 
individually removable and may be 
shifted from one position to an- 
other . . . Clarity of tube provides 
full legibility of contents. 


Use Readers’ Inquiry coupon on Page 80 


ACME VISIBLE RECORDS, INC., Crozet, Virginia ; 
(_] Send us more information on Visual Control Panels. - x 
(_] We are interested in Acme Visible equipment ae 
for records. # 
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Company ; ‘ 
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habits developed in the boom years, 
and the high personnel turnover which 
made it mandatory to train people 
quickly to: do specific jobs, and not 
worry too much about overall indoctri- 
nation. It is in fact the traditional and 
true role of the office. And it is a 
role that is vital in the economic pic- 
ture today, and in the economic picture 
as it will probably exist for some time 


to come. 


NOMA— 
(From page 22 


cost reduction today than ever before, 
Mr. Clayton told the NOMA group, 
and the extensive growth of firms spe- 
cializing in offering management con- 
sulting services in this field indicates 
that such interest is increasing. 

Continued emphasis on cost reduc- 
tion is important, he continued, be- 
cause “in my opinion, there will be 
no great reduction in the number of 
clerical workers stemming from greater 
use of machines or electronic data 
processing. Thus, other approaches 
must be made to decreasing clerical 
costs.” 


But such emphasis on cost reduction 
must be handled with skill and care, 
he warned. 

“Some well-intentioned programs of 
clerical cost reduction do lasting harm, 
and at best could only achieve short- 
term savings,” he pointed out. “More- 
over, the same short-sighted practices 
that brought unionism into the shop 
are now being practiced by some 
offices.” 

The office manager’s job responsi- 
bilities should include cost reduction, 
he stated, and this particular responsi- 
bility will grow in importance as the 
number of clerical employees continues 
to grow, both in total number, and in 
proportion to total employee count. But 
it is equally every office manager’s re- 
sponsibility, he conteded, to insure 
that his cost reduction planning does 
not lead to abuses of employees, or 
employee dissatisfaction, since that 
could very easily lead to clerical union- 
ization. 

Mr. Crowley, who reported that the 
total of white collar employees in the 
nation had increased from 20 million 
in 1947 to 26 million in 1957, pre- 
dicted that the shortage of clerical 
workers would grow worse in the next 


ten years. This will be aggravated by 
the fact that distinctions in pay and 
status between clerical and factory em- 
ployees are disappearing, he declared. 

“Thus, the threat of unionism is in- 
creasing,” he went on. “There are 
three million clerical workers organ- 
ized now, and another 14 million are 
considered by the unions as an ex- 
cellent potential audience.” 

Within the next ten years, too, he 
said, there will be: 

1. The “real arrival” of mechaniza- 
tion. 

2. A substantial increase in the use 
and the applications of integrated data 
processing. 

3. Considerably more use of data 
stored on tape or on magnetic drums. 

4. More acceptance by both govern- 
ment and business of “input” reports 
and figures from other groups in the 
form of tab cards and tapes. 

5. Greater use of dictating ma- 
chines. 

Moreover, he anticipates the day, 
Crowley continued, when machines 
will be able to make direct written 
transcriptions from voice dictation, al- 
though that might not be achieved 
within the next ten years. 


AT YOUR FINGERTIPS ~ 


This is an expanding ‘‘personal 


desk file'’ with a right hand a 


index, tabbed for quick access. 
It has 10 subdivisions and is 
complete with identification 
tabs. Individually boxed. Cover 
is made of pure vinyl, dark 
brown, in pigskin finish. 12 x 
10 in. Indexed with gold col- 
ored metal tabs. No. VL-39 


Smead i 


GIVE TO HIM..TOHER.. 
OR TO 


A binder that offers full visibil- 
ity and complete protection for 
your photos, clippings, impor- 
tant papers, etc. A_ flexible 
vinyl binding holds plastic 
leaves in perfect alignment. 
Cover is hand rubbed, pure 
vinyl in pigskin grain. 12x10 in. 

No. P-10 with 10 sleeves (20 sides) 


No. P-20 with 20 sleeves (40 sides) 
Also available in Western Rodeo pattern 


ASK TO SEE THEM AT YOUR STATIONER 


THE SMEAD MANUFACTURING C€O., INC. oy | 


HASTINGS, MINN.— LOGAN, OHIO 
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Graffco SIGNAL 


No matter what kind of record 
housing you use, Graffco has the 
right signal for you. All colors, sizes 
and shapes to classify, remind, call 
for action. Let Graffco help you put 
more order and result in the busi- 
ness day. Write for free Graffco 
Product Color Folders. 
GEORGE B. GRAFF CO. 
54 Washburn Avenue 
Cambridge 40. Mass. 
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Aigmont the office supply buyer says... 


y “an index divider 
that lasts 


Aigmont’s excited about AICO’s 
Rip-Proof Loose Leaf indexes. They 
won't wear, tear or pull through at holes. 
Ideal for use in ring books post and 
ledger binders and memo books. 


Binding edges are reinforced with 
MYLAR * plastic. It is stronger than 
other reinforcing, less bulky ... and 
costs less! 


| In all stock sizes and made-to-order. 
Choice of a wide variety of index tabs 
and colors. 


AVAILABLE AT YOUR STATIONERS 
or write for samples and prices 


Mark for its polyester film. 


SDB G. J. AIGNER CO. 
* 426 S. Clinton St. 
«i + Op Chicago 7, Illinois 
Rochelle, Illinois, 
"DuPont's registered Trade New York, Calif. 


HANDY BINDER ror 
“OFFICE MANAGEMENT’’ 


Protect your copies of 
OFFICE MANAGE- 
MENT with these modern 
Vulcan Binders! Each 
binder holds six monthly 
issues and the annual 
YEARBOOK issue of 
OFFICE MANAGE- 
MENT. Binders are made 
of heavy-weight board 
and are covered with dark 
blue, drill quality, imi- 
tation leather stamped in 
gold foil as illustrated. 
Backbone panel gives 
space for labeling volume 
and year. Individual 
wires hold each issue 
securely, make insertion 
easy. 


Single Binders $3.00 Postpaid 
Two (2) Binders $5.50 Postpaid 


Enclose check with order 
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The Magazine for Management Executives 
212 Fifth Avenue New York 10, New York 
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| THE 
INTERNATIONAL 
SYSTEMS 
MEETING 


October 13-14-15, 1958 
Penn-Sheraton Hotel—Pittsburgh 


| ONLY MAJOR U. S. CONFERENCE DEVOTED 
EXCLUSIVELY TO THE SYSTEMS FIELD 


Sponsored for the 
11th Consecutive Year by the 
Systems and Procedures Association 


Mail Address: 


| 1958 International Systems Meeting 
_ Penn-Sheraton Hotel, Parlor 70F 
Pittsburgh 19, Pa. 


Swifty, thrifty 
‘numbering 
machine 


Handles most every of- 
fice numbering job 
quickly, inexpensively. 
Automatic — consecu- 
tive, duplicate, repeat; 
6-wheel capacity. 
Sturdy frame, easy ac- 
tion, smooth operation. 
Prefixed letter wheel 
when desired without 
extra cost. 


Nine stock com- 
binations, all at 
one low price! 
ei 


ion 
Facsimile impress!> 


345678 


i 

ps iy & CO., Incorporated 
oe 216 Nichols Ave, 

Brooklyn 8, N.Y. 


Sales aa. NEW YORK « CHICAGO « SAN FRANCISCO . MONTREAL 
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How To Get Things Done 
Better And Faster 


Boardmaster Visual Control 


yy Gives Graphic Picture—Saves Time, Saves 
Money, Prevents Errors 

vy Simple to operate — Type or Write on 
Cards, Snap in Grooves 

vy Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, Etc. 

yy Made of Metal Compact and Attractive. 
Over 250,000 in Use 


Full price $4.95° with cards 


FREE 24-PAGE BOOKLET NO. G-500 
Without Obligation 


Write for Your Copy Today 


GRAPHIC SYSTEMS 
55 West 42nd St. @ New York 36, N. Y. 


GOT HIGH-PRICED HELP 5 
e LOOKING FOR RECORDS eo 


LOW-COST “CONVOY” # 
e STORAGE FILESe 


a BS sa a 

All your semi-active or inactive records 
are instantly available. What a time and 
money-saver today! 

Rigidized permanent Drawer and Shell 
construction eliminates shelving and costly 
searching (the biggest item). 

All this at half the cost of steel because 
“CONVOYS” are heavy duty 
corrugated board processed to 
remarkable strength. 

Sizes: letter, legal, check, 
deposit slip, tab card 
10 others. 

There’s a dealer 
near you — or write 


CONVOY, Inc. 


P. O. Station B, Box 216-0 
Canton 6, Ohio 
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Because of advances in mechaniza- 
tion and electronics, there will proba- 
bly be a reduction in the total number 
of clerical workers engaged in purely 
manual types of clerical work. This 
will cause many problems of relocation 
of workers which management will 
have to solve. It will also mean that 
there will be a substantial upgrading 
of most clerical jobs, which in turn 
will make necessary better education 
for workers, and more highly de- 
veloped job training programs. 

“Unquestionably, too, there will be 
an increase in union activities in cleri- 
cal fields,” he went on. 

Within the next ten years, there will 
probably be a drawing back of clerical 
functions that are now carried by vari- 
ous departments of the company to the 
central office, he stated. The office will 
resume its function as a center for the 
company. 

And, last but not least, he concluded, 
he foresees the day when office func- 
tions are recognized as so important 
that a vice president of management 
information will be a common title on 
company tables of organization. 


Small companies— 


(From page 61) 


pared summarizing tract and field to- 
tals. The annual summary cards are 
used for the depletion calculations on 
IBM machines. 

Accounting for oil and gas revenue 
is only one of many applications per- 
formed on accounting machines, but to 
midwest it is the most important and 
has contributed the most to the reduc- 
tion in manual work and the speeding 
of vital reports to management. Even 
the sorting of statements, which once 
was a two to three day job and can 
now be done in a matter of minutes, 
has made the change worthwhile. In- 
stead of requiring the labor of every 
available person in the accounting de- 
partment, only a small group of two 
key punch operators and a tab super- 
visor is now required. Yet this small 
complement of personnel still has time 
to handle all the other machine ac- 
counting work. But what is really ap- 
preciated, by clerks as well as by man- 
agement, is the ability of the machines 
not only to perform the calculations, 
but to direct the performance as well. 

This would be an example of pure 


“first level” automation, achievable 
without a computer. An example of 
an organization which is using a small 
computer to take some advantage of 
the computer’s two basic advantages— 
higher processsing speed for routine 
paperwork functions and summariz- 
ation for reports not previously feasible 
is offered in a bank installation in 
New York. 

The First National City Bank of 
New York, the first bank in the world 
to install the Burroughs Series E— 
desk sized computer, has reported that 
the added installation of “E” tape 
input and output units, has improved 
the recording of the bank’s daily 
commercial loan activity with a calcu- 
lation of interest due and a projection 
of an accrual of a loan to the first of 
the following month. 


By-products from the posting of 
transactions are a journal and alloca- 
tion of loan earnings by geographical 
districts. Supplementing the daily jour- 
nal is a report made specifically for 
the General Bookkeeping Department 
showing the outstanding loans by var- 
ious classifications and a report of the 
previous day’s net activity in these 
classes. 

Under the old manual system, it 
was necessary to transcribe all interest 
accounting to an interest statement so 
it could be properly billed for inter- 
est due. Now the commercial loan de- 
partment takes a photo copy of the 
actual loan record and sends this to 
the customer who pays the last amount 
shown on the record. 

Since the installation of two Bur- 
roughs computers with input and out- 
put units the First National City Bank 
has achieved the following advantages 
in its commercial loan department: 

1. Better record of the commercial 
loan interest and discount activity. 

2. Distribution of earnings by loan 
districts on a daily basis instead of 
once a month. 

3. A daily proof by account classi- 
fication is now available to the General 
Bookkeeping Department. 

4. Additional detailed reports (such 
as loan amortization schedules) are 
now available. 

5. As photographic reproductions 
of the loan card can now be made, 
interest billing and control are greatly 
simplified. 

6. A visual readout coupled with 
checking controls has eliminated cler- 
ical error. 
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An example of how one electronic 
installation can carry out both first and 
second level automation—the handling 
of great masses of clerical data, and 
the elimination of previous clerical rou- 
tines and intermediate reports neces- 
sary under earlier methods in favor of 
summarized operating information is 
illustrated by the electronic installation 
study recently worked out for the State 
Government of Minnesota. The study, 
conducted by Booz, Allen, and Hamil- 
ton, New York management consul- 
tants, had as its basic objective explora- 
tion of the feasibility of applying elec- 
tronic data processing techniques to 
administrative operations within the 
state government. 

All activities of the state administra- 
tion were screened to determine the 
areas which seemed to offer the great- 
est possibilities for electronic data pro- 
cessing techniques, with particular at- 
tention being given to the volume and 
complexity of the clerical functions 
carried by each state department or 
agency. 

This initial screening resulted in the 
selection of sixteen state departments 
and agencies for more specific examin- 
ation. The sixteen agencies 
chosen on the basis of: 


were 


1. The apparent load of clerical and 
procedural activity. 

2. The apparent complexity of pro- 
cedural operations. 

3. The relative importance of the ac- 
tivity in the total administrative struc- 
ture of the State government. 

4. The probability that benefits could 
be achieved through installation of 
electronic data processing equipment 
with a minimum revision in the ad- 
ministrative structure of the govern- 
ment. 

The departments chosen for more 
intensive survey were: 

1. Motor Vehicle Division 

2. Department of Highways 

3- Department of Taxation 

4. Department of Employment Se- 

curity 

5. State Auditor 

6. Department of Administration 

7. Department of Public Welfare 

8. Department of Conservation 

g. Railroad and Warehouse Com- 

mission 

10. Department of Health 

11. Department of Education 

12. Department of Agriculture, 

Dairy and Food 
13. Division of Insurance 
14. Department of Civil Service 
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15. Department of Labor and Indus- 
try 
16. State Employees Retirement As- 
sociation (SERA) 

Further intensive screening of these 
selected administrative areas was devo- 
ted to the relative potential within each 
for electronic data processing equip- 
ment. The breakdown made after this 
second screening was: 

Great Potential 

Motor Vehicle Division 

Department of Highways 

Department of Taxation 

Department of Employment Security 
Large Potential 

State Auditor and State Treasurer 

(accounting function) 

Department of Administration 

Department of Public Welfare 

Department of Conservation 

Railroad and Warehouse Commis- 

sion 

Department of Health 

Department of Education 
Small and Moderate Potential 

Department of Agriculture, Dairy 

and Food 

Department of Insurance 

Department of Civil Service 

Department of Labor and Industry 

State Employees Retirement Associa- 

tion 

From this breakdown, four depart- 
ments and one function extending 
through many departments — overall 
accounting—were chosen for detailed 
procedural analysis. Three of the de- 
partments — Motor Vehicle Division, 
Department of Highways, and Depart- 
ment of Taxation—were selected be- 
cause each had one or more major mass 
data processing operations which seem- 
ed almost made to order for an elec- 
tronic installation. The Department of 
Public Welfare was included because of 
“its large size, the wide variety of activ- 
ities, and the feeling that incidental 
benefits would be derived from an in- 
tensive procedures study, these benefits 
going beyond direct data processing 
savings.” 

The electronic application in the first 
three departments, in other words, il- 
lustrates the principle of “first level au- 
tomation” — the assumption of tradi- 
tional clerical functions by machine in 
order to speed and increase the ac- 
curacy of the processing sequence. In 
this instance, the huge masses of data 
involved justified use of a computer. In 
smaller organizations, other machines 
might be more appropriate. 


(To be continued) 


Lithofold’s pre-punched and pre-numbered 
piggy-back Electronic Checks are quickly 
typed as part of your original form. They'll 
slash your costs by automatic reconcile- 
ment on tabulati quip t in a fraction 

t time! Works with 
any tab curds of your choice riding piggy- 
back on Lithofold Continuous Forms. Pre- 
pare on your present tabulators, typewrit- 
ers or teletypewriters. 


Consult us on your forms problems— 
no obligation! 


ST. LOUIS 15, MO 


“100 WAYS 
TO IMPROVE 


EFFICIENCY... 
SAVE MONEY 


in your office” 


yours for the asking! 
> 

in addition to these valuable tips, 
you'll find out how Manpower, Inc. 
Temporary Help Services can save 
poste for your firm. 


i 
i 
i 
a 
t wer's trained employees will 
t 
t 
f 
‘ 


do your Typing, Stenographic Work, 
Calculating, and Mailing Werk in your 
office or ours at low hourly rates. 


Over 140 offices Coast-to-Coast, 
Canada, and Abroad. 


Manpower, Inc. Dept. O.M. 
820 N. Plankinton Ave. Milwaukee, Wisc. 
Please send me your FREE booklet. 


Title 


Address 


City State 
— meme 
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in offset duplicating supplies for organizations with Multi- 


pif i & } C ATA LO G S | cic 

— Se | 

2 ay BOOKLETS, BROCHURES . = a 

a ig G FOR THE OFFICE }S/iq) | FER 

Rr | 

3 - 3 | Duplicating Supplies ~ 

; | Michael Lith, Inc., 143 West 45th St., New York 36, N. Y. 
|  Two-color, 48-page catalog (£22), describing recent advances ; 


‘ 

H " - lith, Davidson, A. B. Dick, Whitin, and similar duplicating I 
Multi-Use ERASER MUSTS" _ machines. (1) ; 
for every business | - 1 

FOR DAY-IN, DAY-OUT REQUIREMENTS IN ERASING, these | a ti 


United States Plywood Corp., 
55 West 44th St., New York 36, 
N. Y. Brochure, Functional Beau- 
ty for Interiors, presenting work 
of many leading designers and 
architects to aid executives in 
planning interiors of buildings. 
1 STANDARD RED ERASER FOR OFFICE WORK | @ i (2) 


NO. 333 INDIA. Finest quality red rubber texture for : 
clean erasing of pencil writing. File Cabinets 


Ramsey Co., 116 South 7th St., Philadelphia 6, Pa. Fifteen- 
page catalog (101) of “Tract-A-File” filing equipment, pre- 


World's Quality Standard Weldon Roberts Erasers are highly useful 
and versatile. 


— se | 


— 


Goral Dink senting illustrated listings of file cabinets and equipment for 
ake | storekeeping. (3) 
2 FOR PENCIL ERASING & CLEANING Office Machine Stands 
NO. 340 CORAL PINK. Soft, smooth, pliable pink Tiffany St 
rubber. in popular, “stubby”, éubiohonh ewe tee : i - ‘-% rs = 
easy handling. Forsyth Blvd., St. Louis 5, Mo. 


Catalog, There’s a Tiffany that’s 
best for your purpose, including 


+ new Model 2300 Tiffany Utility 
* ag Fas Table, Model 7711 Tiffany Jr., 
r i all a and other models. (4) 
eS FOR INK & PENCIL ERASING 
eb NO BRENSEMMLE (A combination” ener with | Shipping Room Suppl 
and same-size gray rubber section for erasing ink. Diagraph-Bradley Industries, Inc., P. O. Box 269, Herrin, 
ee Versatility plus, in one, all-quality eraser! | Ill. Catalog, Your Handy Helper, giving shipping informa- 
i tion and illustrating the company’s line of shipping room 
ae  eiiianliad _ supplies, including new “Rol-It-On” roller stencil process. 
$ Fs HewOvioro-cuewver (5) 
Roa ‘ 7s 3 | 
a's Business Forms and Systems 
ee FOR CLEANING NO. 1010 HEXO CLEANER | The Standard Register Co., 
% 4 ee age og eraser # matchless a pink Albany & Campbell Sts., Dayton, 
es mer fer o wide range of erasing snd ceening ca | Ohio. New page catalog pro 
Sn ae and wallpaper. srock susneies Molin viding illustrated data on stock 
BUY ALL FROM YOUR STATIONER TODAY! | u Seats Shy seen eniesnes, 
a a special section on forms not 
WELDON ROBERTS RUBBER CO. ° se necessarily employed in systems. 
365 Sixth Avenue Newark 7, N. J. | a2 S (5) 
World’s Foremost Eraser Specialists | 
Water Cooler Units 
| Cordley & Hayes, 443 Fourth Ave., New York 16, N. Y. 
| New 20-page catalog ($58) describing and illustrating com- 
| plete line of water cooler units with advice on location sites 
| and accessories. (7) 
EA For further information, use Reader Inquiry Card on 
bs | page 80. 
wa 


ae 78 OFFICE MANAGEMENT 


7m mae — fom ~ pai » of pee oe > ae Pa % A> Coa Se oe ft. ae ie a l- === ee ; esa 
ae ae 
: ae ad ' 
es vw 
os 
oa 
Site 
vie 
ee me 
hag dn? 2. 
ay 
PRE jee. 
we 
> ae 
ee } 
ay 
+ * 
_ gat « 
> 
pre r 
fe 
te i ‘ 
» eg 
% 
Ps 
@. 
ee. ;, Ba Me Ee a a 
oe 
RE Oe” a gee ae Se J a eee te ie 7a ae a ? iy Z 
Dy eee re _ 5 aa a Se. a ae SSeS te NE ae 


J CLASSIFIED ADVERTISING = 
Rates: Minimum 20 words $5.00. Each additional word 25c. Pay- Use the TE A ha 
able in advance. Address replies to all Box Number ads c/o fo 

: OFFICE MANAGEMENT, 212 5th Ave., New York 10, N. Y. r safety and convenience 

ss 

e Beach Expense BOOKS 

Scinos Sadeeneaaseoannend . for detailed in-the-field || 

a For Sale or to Buy 7 : apne entered easily as || 

"5 FOR SALE: UNDERWOOD SUNSTRAND Accounting ma- the expenses are incurred 

u- chine with Check Stub Carriage. Like new condition. American Monthly Books, e Beach SUMMARIES 

ng Enka Corp., Enka, N. C. | Weekly Sheets for condensed tax-return 

) WE CAN SAVE YOU Money: Your Rail, Truck and Carload- | ‘ reports, retaining copies 
ing Freight Bills audited on a 50% of actual recovery basis. Sturdy, Conven- At your stationers; or write 
Write or phone for full information and references. Transcon- ient, Complete, : 
tinental Traffic Service Bureau, Suite 315, 1960 Daly Ave., New Vesbqedhet BEACH PUBLISHING CO. 

p., York City. Pps ae Size 19829 W. McNichols Rd. 

6 Detroit 19, Mich. 

3° WANTED ALLTYPE OFFICE Machines, Filing Equipment, ' 

Uu- Office Furniture, Kardex, Acme Post Index. Will exceed a man- 

rk ufacturers’ trade-in allowance. Write, Wire. National Office | 

*" Equipment Co., 429 Broome St., New York, N. Y. 

in SALE: FACTORY DEMONSTRATOR ELECTRIC 2-11 -in-1 


Folding and Letter Opener Machine, fully guaranteed regular 
>) $432.50, yours for $198.50. Lansdale Prod., Box 568, Lans- 
dale, Pa. 


FOR SALE: SELECTOR DIAL Auto-Typist, attached Rem- 
ington Standard Noiseless, Perforator, Supplies. In use 2 


FINE POINT 


n- years. Parts warranty. If new, cost $1,913.85 plus attaching 

7 typewriter. Sale price $1175 with typewriter; without $1125. | GIANT INK SUPPLY 

re- MMS Corp., 2217 N. Summit, Milwaukee, Wis. 

ai iN Pte peat he CE a ~ Unconditionally Guaranteed - Nationally Advertised 

3) ELLIOTT ADDRESSING MACHINE EQUIPMENT. Re- onan = Aa 
placed by Tabulatng System. Good Conditon. 9 I.B.M. Stencil Color of Pen i designed for auditors, % 
Writers; 11 Moisteners; Punch Machine; Inking Machine; 2 Coferof Ink accountants, Bookkeepers & ¢ 
Addressing Machines; 2 Tape Machines; 66 100-drawer Cabi- | BLUE- BLACK - GREEN fine ball point pen for FT, ey, 
nets. Write: Geo. J. Woodin, P. O. Box 2187, Tulsa 2, Okla. oe ee ee extreme legibility. Fair Traded 


Monvtactured by 

FOR SALE: ONE BURROUGHS, Model M-803, Bookkeeping LINDY PEN CO.,INC., Culver City, Colif., U.S A 
Machine, Serial No. B-240087, purchased new in 1952, used 
an average 4 hours daily till July 1, 1957 and in dead storage 
since then. What will you offer: Contact: Hercules Powder 
Company, Office Manager, Harbor Beach, Mich. 


VARITYPER FONT SALE $10 each. Get list! Free Trial! 
(Worth $30.50 each new). Adamm Co., 656 Broadway, N. Y. 
12, N. Y. TAlmadge 8-8659. 


Business Opportunities 


ELEC TRONICS, LEARN HOW to program Business problems 
la- such as Payroll “Accounts Receivable and Inventory Control for 
ym electronic computers. Send for Free information describing our 
Home Study Course “Programming for Business Computers”. 
Business Electronics Ind., Educational Section, 420 Market Street, 
5) San Francisco 11, Calif. 


“HOW TO GET a Better Job”! Increase your income! Our com- 


Order on TRIAL 
12 adjustable sections 
Special TAN fobr: 

Padded shoulder sir 


plete step-by-step Plan will help you get ahead—move up in the : -PRO 
Ov world! Expert Publications, 1601 9th St. S. E., Roanoke, Virginia. 34 E. MeWILLIAMS STREET FOND DU LAC, Wis. 
yn, oe ee 
rf INCREASE 
ck 
nd 
i SECRETARIAL EFFICIENCY 
ns. 
5) ELIMINATE CENTERING 
: : il: HEADACHES 
‘Yornuene — A d, li type- 
ret BUSINESS CARDS Sa ore, ae San, oe Se 
precisely in seconds with the new 
y i Stenographic Centerin hy Just 
" type the ype = 2 ——e 
measure it and rea e starting 
m- ; point to get exact centering for : . 
tes cue O08 LETTERHEAD 18 Bis AD. F pica, elite or variable spaced Send for a sample—only $! post- 
pee faces. There's no backspacing, paid and satisfaction is guaran- 
7) 4 ¥ iL ‘FOR FREE PROGE counting, dividing or other com- teed. Quantity discounts offered. 


nee mon troubles of centering. Write toda 
on DEWBERRY ENGR AVING CO. reves ‘vith fen ‘grape’ Cen Stenoaraphic Centering 
erin cale on eac secretary $ a $s 
807 SO. 20th ST., BIRMINGHAM 5,ALABAMA desk. Try one, you will order 
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GET MORE 
quickly -- easily 


On New Products 
we 


and Helpful 
Literature 


OFFICE MANAGEMENT 
212 Fifth Avenue, New York 10, N. Y. 


INFORMATION 


Obtain New Catalogs 


ee | ae 


INQUIRY SERVICE 


For 
Subscribers 
to 
OFFICE MANAGEMENT 


This service is provided for the con- 
venience of Office Management Exec- 
utives in obtaining complete informa- 
tion on the products advertised in 
this issue. Advertisements are identi- 
fied by their respective page numbers. 
Fractional page advertisements are 
further identified by the initials of 
the advertiser. 


Simply circle the 
respective numbers 
in coupon below 


Just circle the numbers on which you 
want further information; fill in your 
name and address below, tear out and 
mail to Office Management. Our office 
will forward your inquiries promptly 
to the companies concerned. 


SEND OFF THIS BLANK . .. FOR PROMPT SERVICE 


= ee a OE Ge Ge cee OE RS Re EE Ge ee Soe SE eer mem ee 
Please forward to the respective companies, our request for further 


information on the items we have circled below. There is no obligation 
to us for this. We understand this is a service to us as a subscriber. 


P) 
: July 1958 New Products Items, and Catalogs 
: JULY 1958 ADVERTISEMENT Schade comeaiinn Rm eunbend 
‘ (Circle respective page numbers on which ads appear) 1 A-1 B-1 C3 D-1 
or : 2 A-2 B-2 C-2 D-2 
= Page Page Page Page 7 AS B-3 C-3 D-3 
oS 2nd Cover 43 68 75 WAF : ie =. Se i 
ie 3rd Cover 47 69 76 GS 6 A-6 B-6 C-6 D-6 
3 51 70 76 CI 7 B-7 C-7 D-7 
4 55 71 MRC 77 MI 
a 7 57 72 LPI 77 ALC TOOLS OF THE OFFICE 
Sota ruwer | afgration on products sted in, the Tol of te Of 
9 62 73 RPC 79 BPC turers. 
10 63 73AVR 79 LPC Manufacturer Page No. 
11 64 74 SMC 79 CPC 
12 65 74 GBG 79 SCS 
13 66 AWF 75 GJA 79 DEC 
15 66 CCS 75 SPA 81 
16 67 AFM 75 OM . 
18 67 BIF 
Fractional page ads further identified by initials of advertiser 
MI ee crores Rata a0 aye win coors oral an EE ora oe A EKG BEE. cc nctarigendbeecalen July 1958 Issue 
INN era aiiirata sc ht citar 75 Samir ars nes OSI eta aiid aya ste unl awarorete ke Reuland Office Management 
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ADVERTISERS’ INDEX 


Acco Products Div. of Natser Corp..... . 
Agency—La Porte & Austin, Inc. 

Acme Visible Records, Inc............ a 
Agency—E. H. Brown Adv. Agy. 

Advance Floor Machine Co.......... 67 
Agency—Vance Pidgeon & Assoc., Inc. 

Advertising Council Inc., The........ a 

PT a EE ce ewasedenes hese suas : 75 
Angency—Arthur R. MacDonaid, Inc. 

American Lithofold Corp............ 77 


A prmemmnt ee« sterently ~ ohh Adv. 


American Telephone & Telegraph Co... 3 
Agency—N. W. Ayer & Son, Inc. 


Beach Publishing Co............ ; . 79 
Agency—Francis Adv. Agency 


Browne-Morse C 


Dc bekpe wank eae 65 
Agency—Don Harding & Assoc. 

Burlington Industries............ ... 67 
Agency—Ben Sackheim, Inc. 

Burlington Industrial Fabrics Co. . 4 67 
Agency—Ben Sackheim, Inc. 

SEE Oe ee 69 
Agency—Campbell-Ewald Co. 

I ia nice etek dea aS. aceon sae 79 


Agency—Ramsthal Adv. Agy. 


Columbia Ribbon & Carbon Mfg. Co., Inc. 16 
Agency—E. M., Freystadt Associates, Inc, 


Convoy, Inc 


Raha ih Raa aie Babe aoa - ‘ 76 
Agency—Rex Farrall, Inc. 

Dennison Mfg. Co................. 7 
Agency—Batien, Barton, Durstine & > Osborn, Inc. 

Dewberry Engraving Co............ irc in'a Se 

SSS er a ee ren 11 
Agency-—Fuller & Smith & Ross, Inc. 

Diebold, Inc. (Flofilm Div.).............. 4 


Agency—Ritter, Sanford & Price, Inc. 


Du Pont de Nemours & Co., Inc. 
(Grasselli Chemicals Dept, Laddox ¥ Wax) 63 
Agency—Batten, Barton, Durstine & Osborn, Inc. 


eee eek S66 0i.e ari 59 
omar Walter ee Co. 
Eureka Specialty Printing Co............ 68 
Agency—Kretschmer & Dinner, Inc. 
Faber-Castell Pencil Co., Inc., A. W. . 66 
Agency—J. M. Kesslinger & Assoc. 
Force & Co., Inc., Wm. A.......... 75 


Agency—Philip i Ross Co, 


ieaies rosea Co., The 


Serre 10 
Agency—Griswold Eshleman Co., The 
Graff eee . 74 
Agency—Henry A. Loudon Adv., Inc. 
Go nee . 
Agency—Diener & Dorskind, Inc. 
Meteane tes sen 3rd Cover 


I nter-Continental Trading Corp........- 13 

Agency—Mann-Ellis, Inc. 
nternational Systems Meeting.........- 75 

Agency— The Albert P. Hill Con Inc. 

Lassco Products, Inc...........----- 72 
Agency—Wilkinson Advertising 

Lindy Pen Co., Inc., The........---- : 79 
Agency—Sheldon Marks Adv. 

Linen Supply Association of America & 
Nat’l Cotton Council................-+ 8 
Agency—Hartman Co., George H. 

Macey-Fowler, Inc. .......-.6-65-55+5++ 4 
Agency—Givaudan ‘Adv., Inc. 

Manpower, Inc..........00.-eeeeeee20%: 77 
Agency—Fromstein & Levy Adv. 

Methods Research Corp...........------ 71 


Agency—Vincent J. en Adv, 


Minnesota Mining & Mfg. Co...........- 62 
Agency—Erwin Wasey, eee ff & Ryan, Inc. 


Monroe Calculating Machine Co......... 57 
Agency—L. H. Hartman Co., Inc. 
Moore Business Forms, Inc............-- 47 


Agency—N. W. Ayer & Son, Inc. 


] ational Cash Register Co., The...... 7,16 
Agency—McCann-Erickson, Inc. 
Office Management..............- 6, 14, 75 


Olympia Typewriter Div., Inter-Continental 
Trading Corp 13 
A pret mn Ellis, Inc. 


Ozalid Div. of General Aniline & Film 


P 
Agency— Benton & Bowles, Inc. 


I TI in anak es a escnasese 64 
Agency—Rumrill Co., Inc., The 
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ee eee 53 
Agency—C. J. ia. Roche & Co., Inc. 
Seriptomatic, Inc. ..........-..+--+. 43 
Agency—Roland G. E. Uliman Organization, Inc. 
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Agency—J. Walter ‘Thompson Co. 
Smead Mfg. Co., The...... ere Ta 74 
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Agency—Ayres, Swanson & Assoc., Inc. 
Smith-Corona, Inc............ 2nd Cover 
Agency—Cunninghare & Walsh Inc. 
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Stenographic Centering Scales........... 79 
Agency—Ross Advertising 
Systems & Procedures Association... .. oo 9 
Agency—The Albert P. Hill Co., Inc. 
ee PeT T ee rr Ter Te 51 
Ageney—Marseler, Rickard, Gebhardt & Reed, 
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FILES 
ARE NO 


MAN’S BUFF 


If it takes too long to locate the 
Papers you want ask your Sta- 
tioner about the ACCO System. 
-Accobind Folders, Accopress 
Binders and other Acco products 
save time, save money, save loss. 
Made for every department of 
every business,| 


“ACCO BOUND PAPERS 
ARE SAFE PAPERS’ 


The 


log Covers. 


When transfer time 
comes just slip the 
beund papers from 
the Accobind Folder, 
insert a new Acco 
Fastener and the 
Folder is ready for 
another year’s filing. 


ACCOBIND folders 
ACCOPRESS binders 


PIN-PRONG binders 
(fer marginal multiple punched forms) 


ACCO clamps 
ACCO punches 


THE ACCOWAY SYSTEM 
(for filing Blueprints and all large sheets) 


and other filing supplies 


ACCO PRODUCTS 


Ogdensburg, N. Y. 


In Canada: Acco Canadian Co., 


PLACE FOR... 


Accepress 
Binder com- 
bines leose lea 


convenience, 


capacity 
and econemy. 
Ideal for Cate 


A Divisionof NATSER Corporation 


Ltd., Torento 


Use Readers’ Inquiry coupon on Page 80 


81 


af . = a 
. es ‘ 
i) | Sa 
s' ' ¢ oes 
| Poa > 
a } | > - | eS 
1 . 7 | 
7 iii. | G = 7 
By ae . 
: SRA amet eG LN a a a SR | xX 7X | 7 
' | 4 — 
t | Sok 
, pO pars 
' ea 
; | ee =a, 
’ | ee ‘ee 
; me a gas 
’ S a > See 
BLIND | 
’ 
; hs . 
' po 
' } » . 
7 % ‘ey 
| ae Se 
t 
t | - 
. _ Se 
' » = 
' ° 
' -_ . 
' ms te 
' SS 
' me. 4% 
‘ ‘| 2 
’ _— 
’ aes 
’ es a = 
ee ‘ _ , 
’ \ Es = 
= a  - 
, Re re 
' _ ee 
: Ba 
; f 
ee 
' ea 
‘ 4 am 
' | ho . 
Po | | 5 - ; | 
+) ‘i Ng 
' cu ce & 
t | = nie j 
' = 
1 
' Eastm ; ' : j 
' } ee ey 
t ! f, 
1 ee 
? em. 
' 
' 2 
' i 
' | a 
' a 
' 
1} oa 
! -. 7 
; ey pial Sion a . eet Po = 
' trial Air Conditioning Dept............ 12 ee; 
' uff & Ryan, Inc. Se 
' ee 
! th 
' P| % 
' ” 
' ee i: 
' | — 
" FP "al 
' ee i 
' n rs 
\ &ency— Hutchins Adz, Co., Inc. a AE A TT | me. 
' JULY 1958 ee |_| ea 
' Je iG 
arr: . ae ae ee sy | ee ae - Se F, “i " be oie 


ee editorial 


Profile of our reader 


We begin next month a series which we think will interest you as the facts 
behind it have certainly interested us. We have recently taken a survey aimed 
at establishing a profile of the typical Office Management reader, or rather 
the main categories of Office Management readers, since one of the most } 
definite facts shown by the survey is the multitude of job titles, job responsi- 

bilities, and fields you represent. 


The final correlations and summaries are now being made on the raw 
data of the survey, but even the basic information shown on the first tabula- 
tions indicates the astonishing range of responsibilities incorporated in various ) 
phases of office administration. 


There are financial men among you, and systems people, machine account- i 
ing specialists, and personnel directors. Your companies are legion, but so 
are the business areas in which those companies operate. Your responsibilties . 
range all the way from decisions on electronic data processing equipment to | 9 


selecting the best employee group insurance package. 


All in all, it’s an impressive picture of an important man in the American 


business community — a man whom we're proud to be able to call “the 
Office Management reader.” i 


~~ 
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_ thanks to XEROGRAPHY. ss 


MATTHEWS HBRAR 
.\. S.C, TEMPE, ARIZ 


Se 


50 copies... precisely like the original... 


| for every branch office in 7 minutes 


_ “What we particularly like about 
)  xerography is the speed with which 
| we get price changes to our branch 
offices and customers,” says a sales 
manager.* 

“Our catalog has 650 pages, listing 
some 15,000 items we carry in stock. 
We send out 30 to 60 new pages each 
| week, showing price changes. Each 


*Name and firm on request. 


© Xerography copies anything written, 
printed, typed, or drawn @ Same, en- 
larged, or reduced size ¢ Copies onto 
all kinds of masters— 
paper, metal, spirit, trans- 
lucent—for duplicating « 
Copies line and halftone 
subjects. 


new page is dated, assuring our cus- 
tomers in advance that the price listed 
in the catalog is the price they'll be 
charged. 

“Thanks to xerography, we can 
make a price change on any item we 
carry, and in two or three minutes 
have the new listing copied onto an 
offset paper master ready for speedy, 
low-cost duplicating. 

“Recently, as an example, we got 
out 50 copies—each precisely like the 
original—for every branch office in 
only seven minutes.” 

Versatile xerography—the clean, 
fast, dry, electrostatic copying process 
—is being used increasingly by busi- 


ness, industry, and government to 
speed paperwork and save thousands 
of dollars yearly. 

Write for proof-of- performance 
folders showing how firms of all sizes, 
are saving time and cutting duplicat- 
ing costs by xerography. 


HALOULOD KEROXR tBC. 
58-252X Haloid Street, Rochester 3, N. Y. 


Branch offices in principal U.S. and Canadian cities 


HALOID 
XEROX 
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Office for a successful man 


You can tell immediately the kind 
of man he is. He’s a leader. He’s 
reached the top of his profession. 
His capabilities, his position and 
his personal tastes are all reflected 
perfectly by his office. He chose 
a Steelcase office. And he specified 
Steelcase for his general office and 
for all other offices in his org: .1m. 
zation. You see here the sty’ *’, 
the engineering and the constr 


tion that have made Steelcase the 
world’s leading manufacturer of 
fine steel office furniture. When 
you are ready to furnish your own 
otiice — general or private — join 
the growing list of important com- 
panies who specify Steelcase. The 
cost is surprisingly modest. Steel- 
case Inc., Grand Rapids, Michi- 
gan. In Canada: Canadian Steel- 
case Co., Ltd. Don Mills, Ontario. 


With Our Compliments: A copy of our new full-color Desk 
- Catalog, for the asking. Have your secretary address Dept. M. 


bee 
| desks} 


This is a section of Inland Steel 


Company's new general office. 
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